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To:  The    Honorable    George    Keverian,    Speaker,    and    Members    of 

the  House  of  Representatives 

I  am  pleased  to  submit  the  House  Committee  on  Personnel 
and  Administration's  initial  report  on  the  "House  Personnel  System 
and  the  Allocation  of  Office  Space". 

This  report  outlines  a  three-point  plan  to  implement  a 
professional  and  accountable  personnel  system  for  the  House  of 
Representatives.  It  also  presents  guidelines  for  an  equitable  method 
to  allocate  office  space  for  House   members. 

This  report  does  not  propose  to  address  every  area  of 
concern.  However,  it  is  a  step  in  the  right  direction  with  a  plan 
detailing  immediate  and  long-range  objectives.  The  Committee  plans 
to  communicate  openly  with  all  House  members  and  staff  concerning 
the  proposed  changes. 

I  would  like  to  thank  the  many  individuals,  both  Committee 
members  and  staff,  who  helped  make  this  report  a  reality.  I  would 
also  like  to  thank  the  many  people  with  whom  we  have  consulted.  Any 
effort  to  improve  working  conditions  and  implement  change  can  only 
succeed  with  the  complete  cooperation  of  all  concerned. 

The  Committee  looks  forward  to  working  with  all  members 
and   staff  to  implement  the  changes  contained  in  this   report. 


Respectfully  yours 


Michael  J. 
Chairman 
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This  report  outlines  a  detailed,  systems-analysis  approach  to 
the  development  of  a  professional  and  accountable  personnel  system 
for  the  House  of  Representatives. 

Immediate  and  long-range  objectives  are  presented  to 
accomplish  the  following  three  goals : 

°       reform  of  the  salary  structure 

standardization  of  personnel  policies  and  procedures 

°       provision     of     training     and     professional     development 
opportunities  for  all  staff 

During  the  preparation  of  this  report  we  have  received 
extensive  support  and  cooperation  from  House  members  and  staff.  It 
is  our  hope  that  the  initial  enthusiasm  generated  by  this  report  will 
insure  that  the  Committee's  objectives  are  swiftly  implemented. 

On  behalf  of  the  Committee,  I  would  like  to  thank  the 
following  individuals  who  contributed  their  expertise  to  this  report: 
Charles  McGowan,  the  Sergeant-at-Arms  of  the  General  Court,  Dr. 
Anthony  Burke,  Director  of  the  Legislative  Service  Bureau,  Thomas 
Raftery,  the  Director  of  Personnel  for  the  House  of  Representatives, 
and  David  Haley,   the   state's   Personnel  Administrator. 

In  addition,  this  report  could  not  have  been  completed 
without  the  valuable  assistance  of  Committee  staff  members  Leanne 
Faenza  and  Mary  Riley,   and  law  student/intern  David  Oliver. 


'     Stephen  T.  Joyce  * 
Director 


I.      INTRODUCTION 


A  growing  rules  reform  movement  culminated  on  January  11, 
1985  with  the  adoption  of  new  operating  rules  for  the  House  of 
Representatives.  This  historic  change  in  the  way  the  House  conducts 
its  business  included  the  creation  of  the  House  Committee  on 
Personnel  and  Administration.  The  committee  has  been  given  a  broad 
mandate  to  evaluate,  standardize,  and  improve  the  personnel  and 
administrative  policies  and  procedures  of  the  House  of 
Representatives . 

Section  17C  of  the  House  Rules  identifies  two  tasks  which 
the  Committee   was   initially  required  to  perform: 


1.  establish  staffing  levels  and  positions  for  the  standing 
and  joint  committees  of  the  House  and  a  classification 
plan  for  House   staff;   and 

2.  equitably  allocate  office  space  among  House  members  and 
staff. 


Section  17C  also  requires  that  the  plans  be  presented  to  all 
members  by  a  specified  date.  However,  the  Committee  found  that 
additional  time  was  needed  to  complete  the  allocation  task  and  asked 
for  an  extension  of  the  March  31,  1985  reporting  date.  The  House 
approved  the  extension  (House  5879)  until  July  1,  1985  which 
coincides   with   the   required  reporting  date   for   the  personnel  plan. 

This    report,    the   first  annual   report  of  the  House   Committee 
on  Personnel  and  Administration,   outlines  the  Committee's  progress  in 
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completing  these  tasks.  The  following  section  presents  a  three-point 
plan  to  reform  the  personnel  system  of  the  House  of 
Representatives.  The  final  section  of  this  report  presents  the 
Committee's  guidelines  for  office  space  allocation  and  working 
conditions  which  includes  an  equitable  method  to  allocate  office  space 
for  all  House   members. 
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II.      PERSONNEL 

A.     Overview 

The  personnel  system  in  the  House  of  Representatives  is  in 
need  of  reform.  Past  reports  of  isolated  individuals  who  abused  the 
system  have  reinforced  the  public  perception  that  all  employees  abuse 
the  system.  Salary  increases  and  promotions,  historically  awarded 
on  the  basis  of  personal  politicking,  have  also  eroded  public 
confidence  as  well  as  staff  morale.  Add  to  this,  the  problem  created 
when  committee  chairmen  are  replaced  or  leave  elected  office  and  the 
new  chairman  inherits  the  previous  incumbent's  staff  including 
legislative  aides.  These  instances  provide  sufficient  reason  to 
professionalize   and   standardize   the  House  personnel   system. 

A  comprehensive  systems -analysis  approach  is  needed  to 
avoid  the  temptation  to  suggest  a  superficial  solution,  to  prevent 
repetition  of  past  inefficient  policies  and  practices,  and  to  restore 
public  confidence  in  the  House  of  Representatives'  ability  to  carry 
out  its  duties  and  responsibilities.  This  report  is  a  start  in  the 
right  direction. 

To  begin  the  task  of  reforming  the  House  personnel  system, 
the  Committee  presents   the   following  three-point  plan: 

°       Reform  the   Salary  Structure 

°        Standardize  Policies   and   Procedures 

°       Provide     Opportunities     for     Training     and     Professional 
Development 


-3- 


This  plan  identifies  the  salary  structure,  policies  and 
procedures,  and  the  workforce  as  crucial  elements  in  the  reform 
effort.  Specific  objectives  are  outlined  below  under  the  respective 
headings.  Several  procedures  have  already  been  implemented;  others 
become  effective  July  1,  1985.  All  changes  are  clearly  identified  and 
will  be  followed-up  by  this  Committee  with  a  notice  to  all  House 
employees.  In  the  next  several  months,  the  Committee  plans  to 
communicate  frequently  with  House  members  and  staff  concerning  any 
changes   to   the  House  personnel  policies   and  procedures. 

The  implementation  of  a  professional  personnel  system  takes 
time.  Unclear  policies  and  procedures  need  to  be  clarified  and 
standardized.  Staff  training  requirements  need  to  be  assessed  and 
suitable  programs  developed.  Inconsistent  and  inequitable  salary 
issues  need  to  be  rectified.  Moreover,  entrenched  attitudes  and 
practices  will  not  change  overnight.  Consequently,  all  House 
members,  especially  Chairmen,  are  needed  to  clearly  articulate, 
consistently  apply,  and  constantly  reinforce  these  new  policies  and 
procedures. 

To  insure  an  effective  and  timely  assimilation  of  the 
proposed  short-term  and  long-term  changes,  the  Committee  has 
developed  a  Personnel  Philosophy  for  the  House  of  Representatives 
(See     Appendix     A).  The     new     philosophy     presents     the     general 

principles  and  requirements  of  the  House  personnel  system.  It  also 
sets  the  tone  and  lays  the  ground  work  for  the  implementation  of  a 
modern     and     professional     personnel     system.         By     publishing     this 
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philosophy  now,  the  Committee  hopes  to  maximize  organizational 
cooperation  and  to  minimize  potential  delay  due  to  confusion  and 
ignorance. 

The  Committee  does  not  purport  to  address  every  area  of 
concern  with  this  report.  However,  it  does  provide  for  a  solid 
foundation  upon  which  to  build  a  professional,  accountable, 
standardized,  and  equitable  personnel  system  for  staff  members  of 
the  House   of  Representatives. 

B.     Reform  the  Salary  Structure 

The  reform  of  the  salary  structure  is  the  cornerstone  of 
the  Committee's  three-point  plan.  It  is  essential  for  the  House  of 
Representatives  to  standardize  salary  ranges  and  eliminate  structural 
inequities.  To  this  end,  the  Committee  expects  to  replace  the 
current  classification  system  and  salary  structure  with  an 
accountable,  efficient,  and  equitable  system.  To  realize  this  goal, 
the  Committee  presents  the  following  immediate  and  long-range 
objectives. 

Immediate  Objectives 

1)     Develop  Principles  of  an  Equitable   Salary  Program 
The     Committee     has     developed     a    list    of     requirements     to 
ensure    that       an    equitable    salary    program    is    implemented.       These 
requirements   are  detailed  in  Appendix  B   and   summarized  below: 

accountability  -  i.e.,  clarifying  the  supervisory/ 
reporting  relationships  and  levels  of  responsibility  for 
all   staff. 
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°  competitive,  equitable  salaries  -  i.e.,  salaries  should  be 
competitive  with  other  state  legislatures,  the 
Massachusetts    Executive,    and  private   industry. 

°  salary  progression  -  i.e.,  an  individual  should  be  able 
to  proceed  through  a  particular  salary  range  based  on 
experience  and   satisfactory  performance. 

°  flexibility  -  i.e.,  the  Salary  Program  should  be  flexible 
enough  to  maintain  competitiveness  with  other  job 
markets  and  to  assimilate  new  or  changed  positions  into 
the  program. 


2)     Prepare    and    Distribute    a_   Request    for    Proposal    for    a_ 
Classification  and  Compensation  Study. 

The  F.Y.  1985  Appropriation  Act  authorized  the  House  of 
Representatives  to  develop  and  implement  a  uniform  classification  and 
compensation  program  for  all  House  staff.  According  to  the  budget 
language,  the  program  has  to  be  conducted  by  a  management  or 
personnel  consultant  firm  chosen  through  a  competitive  bid  process. 
Consequently,  the  mechanics  of  creating  the  Request  for  Proposal, 
awarding  the  contract,  and  overseeing  the  results  became  the 
responsibility  of  the  House  Committee  on  Personnel  and 
Administration. 

As  a  first  step,  the  Committee  developed  a  Request  for 
Proposal  which  is  included  in  Appendix  C.  This  Request  for  Proposal 
outlines  the  Committee's  administrative,  contractual,  and 
methodological   requirements. 

The  contractor  selected  must  address  the  following 
components  : 
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Development  of  Job  Descriptions.  This  component  will 
require  a  thorough  analysis  of  existing  job  descriptions  and  work 
currently  performed  in  the  House  of  Representatives.  Based  on  the 
information  collected,  a  standardized  set  of  job  descriptions  should 
be  developed.  These  job  descriptions  should  include  information 
regarding  the  purpose,  responsibilities,  and  minimum  qualifications 
for  each  position. 

Development  of  a  Classification  System.  This  should  be 
developed  from  information  gathered  through  the  first  component. 
This  should  lead  to  a  basic  organization  structure  with  clearly 
defined  lines   of  authority  based  upon  position  classification. 

Development  of  a  Compensation  Schedule.  This  component 
will  include  salary  grades  and  steps  and  will  be  integrated  with  the 
classification      system.  The      compensation      schedule      should     be 

competitive  with  comparable  positions  in  the  Executive  Branch,  other 
state  legislatures,  and  private  industry.  The  system  should  be 
designed  to  respond  to  the  future  needs  of  the  House  of 
Representatives.  In  addition,  the  contractor  will  be  responsible  for 
developing  materials  to  train  Chairmen  and  staff  in  the  operation  and 
maintenance  of  the  classification  and  compensation  system. 

The  Request  for  Proposal  will  be  published  through  the 
Goods  and  Services  Bulletin  in  the  first  week  of  July,  1985. 
Proposals  must  be  submitted  by  August  5,  1985.  The  Committee 
anticipates  a  fixed  firm  contract  for  less  than  six  months  at  a  cost 
not  to  exceed  $100,000.  Proposals  will  be  evaluated  on  the  following 
criteria: 

-7- 


familiarity  with  issues  pertaining  to  personnel 
classification/compensation  systems  particularly  as  they 
relate   to   state  legislatures 

proposed  data  gathering   methodology 

qualifications   and   relevant  experience  of  proposed   staff 

previous   experience   of  proposed   staff  contractor 

immediate  availability 

cost 

responsiveness   and  quality  of  the   work  plan 

Long -Range  Objectives 

Subsequent  to  the  selection  of  a  personnel  management 
consultant  and  the  completion  of  the  plan  the  Committee  expects  to 
accomplish   the   following  long-range  objectives: 

1)  Implementation  of  classification  system 

2)  Implementation  of  compensation   schedule 

3)  Implementation  of  a  standardized  and   equitable   method  of 
administering   salary  increases 

C.     Standardize  Policies  and  Procedures 

The  second  point  of  the  Committee's  three-point  plan 
addresses  the  lack  of  clear,  written  policies  and  procedures. 
Efficient  and  accountable  administration  of  the  personnel  system 
requires  standardized  policies  and  procedures.  The  Committee  is 
comprehensively    reviewing    all    policies    and    procedures    and    invites 

House    members,    who   are   directly   affected  by   the   Committee's    work, 
to   suggest  improvements. 
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To  begin  the  task  of  standardizing  policies  and  procedures, 
the  Committee  presents   the   following  immediate  objectives: 

Immediate  Objectives 

1.     Develop  Guidelines  for  Hiring   Staff 

When  the  House  of  Representatives  adopted  their  operating 
procedures  for  the  1985  -  1986  sessions,  it  included  a  requirement 
which  decentralized  the  hiring  process  for  committee  staff.  This 
new  requirement  stipulated  that,  as  of  July  1,  1985,  all  House  staff 
members  of  a  standing  or  joint  committee  had  to  be  nominated  for 
employment  by  the  House  Chairperson  of  the  respective  committee. 
The  House  members  of  the  committee  must  then  approve  the 
Chairperson's  nominations  by  a  majority  vote. 

To  facilitate  the  implementation  of  this  new  hiring  process, 
the  House  Committee  on  Personnel  and  Administration  developed 
"Guidelines  For  The  Nomination  and  Approval  of  Staff  Members  of  the 
House  of  Representatives"  (See  Appendix  D).  The  guidelines  outline 
a  procedure  to  be  taken  by  each  committee  to  comply  with  the  new 
hiring  requirement.  They  also  include  minimum  hiring  standards, 
terms  of  employment,  a  process  of  documenting  staff  duties  and 
qualifications,  written  notification  to  staff,  and  prohibition  of  non- 
committee  work  during  business  hours.  The  Committee  on  Personnel 
and  Administration  has  been  working  closely  with  the  Chairmen  to 
insure  smooth  implementation  and  consistent  application  of  the 
guidelines. 
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2)  Increase  Utilization  of  Court  Officers 

The  Sergeant-at-Arms  of  the  General  Court  has  supervisory 
control  over  assignment  of  Court  Officers  for  the  House  and  the 
Senate.  There  are  currently  35  Court  Officers  and  three  Chief 
Court  Officers  assigned  to  the  House  of  Representatives.  Court 
Officers  have  police  powers  while  the  General  Court  is  in  session, 
can  act  as  Constables  to  execute  orders  of  the  General  Court, 
deliver  messages  between  the  House  and  Senate  or  to  the  Governor 
and  the  Governor's  Council,  and  maintain  order  among  spectators 
admitted  into   the  House   and   Senate   Chambers. 

These  duties  require  Court  Officers  to  be  readily  available 
while  the  Legislature  is  in  session.  However,  the  Committee  believes 
that  Court  Officers  can  be  better  utilized  by  adding  stations  at  each 
entrance  used  by  the  general  public  to  provide  directional  assistance 
and  added   security. 

The  Committee  has  been  working  closely  with  the 
Sergeant-at-Arms  to  swiftly  implement  this  initiative.  In  addition,  at 
the  Committee's  request,  the  Sergeant-at-Arms  has  developed  and 
distributed  written  duties  and  rules  for  Court  Officers  and  Pages. 
Copies   of  these  duties   and   rules   are  presented  in  Appendix  E. 

3)  Bring    Employee    Benefits    in    Line    With    Benefits    for    All 
State  Employees 

Historically,    staff   members   of  the  House   of  Representatives 

have    received    the    same   benefits    of    employment    as    the    more    70,000 

state   employees.      However,    there   are   several  instances    where   there 
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are  differences  in  the  benefits  between  state  employees  and  House 
employees:  Specifically,  sick  leave,  personal  leave,  and  vacations. 
The  discussion  below  outlines  the  differences  and  presents  the 
changes  which  will  be  effective  July  1,  1985,  A  complete  listing  and 
explanation  of  employee  benefits   is  presented  in  Appendix  F. 

Sick  Leave.  Currently,  full-time  state  employees  earn  sick 
leave  credits  at  a  rate  of  15  days  per  year  while  full-time  employees 
of  the  House  of  Representatives  accumulate  sick  leave  credits  at  a 
rate  of  20  days  per  year.  Both  systems  allow  unlimited  accumulation 
of  sick  leave.  However,  in  an  effort  to  control  sick  leave  abuse, 
state  employees  are  offered  an  incentive  to  not  utilize  sick  leave  as 
vacation  time.  The  incentive  is  the  state's  Department  of  Personnel 
and  Administration's  offers  a  20%  buy-back  provision  for  any  unused 
sick  leave  upon   retirement. 

Personal  Leave.  On  each  July  1,  full-time  state  employees 
are  credited  with  three  personal  days  which  have  to  be  taken  by  the 
employee  during  the  year  in  which  they  are  credited.  Employees  of 
the  House   of  Representatives  do  not  receive  personal  days. 

Vacation.  There  are  two  basic  differences  between  the 
vacation  leave  policy  for  state  employees  and  House  employees.  One 
difference  concerns  the  carry  over  of  unused  vacation.  State 
employees  can  carry  over  only  one  year's  unused  vacation.  House 
employees  have  had  a  variety  of  rulings  applied  in  the  past 
concerning  the  carry  over  of  unused  vacation  causing  much  confusion 
and,   in  some  instances,   loss   of  vacation   time. 
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The  second  difference  is  that  state  employees  receive 
increased  vacation  six  months  earlier  than  House  employees.  For 
example,  state  employees  receive  three  weeks  vacation  after  four  and 
one-half  years  of  service  while  House  employees  have  to  wait  until 
five  years  of  service  to  receive  three  weeks  of  vacation.  In 
addition,  state  employees  receive  five  weeks  of  vacation  after 
nineteen  and  one-half  years  of  service  while  House  employees  have  to 
wait  until  twenty -five  years   of  service. 

Recommendations.  The  Committee  recommends  the  following 
changes  in  House  employees  benefits  to  bring  them  in  line  with  those 
of  the   more   than  70,000  state   employees: 

a.  Sick    leave     earned    by     full-time     employees     should    be 
reduced  from  20  days  per  year   to  15  days  per  year. 

b.  Upon    retirement,    payment    should   be    made    to    employees 
for  20%  of  any  unused   sick  leave. 

c.  Effective  July   1   each  year,    full-time   employees   shall  be 
credited   with  three  paid  personal  days. 

d.  Employees    will  be  allowed  to  carry  over  only  one  year's 
unused  vacation. 

e.  The   House   of  Representatives    should   adopt   the   vacation 
schedule  in  effect  for  all  state   employees. 

4)     Publicize  Ethical  Responsibilities  of  Staff 

Ethical   responsibilities    for  House    Staff  can  be   found  in  two 

documents :      Rule    16A   of   the    Rules    of   the   House    of   Representatives 

and    Chapter    268A    of    the     Massachusetts     General    Laws.        Rule     16A. 

details    a    Code    of    Ethics    for    House    members,    officers,    and    staff. 

The   House   Committee   on   Ethics   was    established   to  enforce   this   Code 
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of  Ethics.  Chapter  268A  governs  the  conduct  of  public  officials  and 
employees.  The  State  Ethics  Commission  was  created  to  administer 
Chapter  268A  and   enforce  its  provisions. 

House  staff  should  understand  the  provisions  of  each 
document.  The  Committee  notes  that  the  House  Ethics  Committee  has 
circulated  Rule  16A  to  the  various  offices  for  the  purposes  of 
notifying  staff  of  its  contents.  It  is  included  in  this  report  in 
Appendix  G.  This  Code  of  Ethics  should  be  given  to  all  new  staff 
members  as  part  of  their  initial  orientation.  The  State  Ethics 
Commission  has  prepared  a  Guide  to  the  Conflict  of  Interest  Law 
which  is   available   to  all   employees. 

The  House  Ethics  Committee  has  provided  the  following 
description  to  explain  its   role   and   responsibilities: 

The  House  Committee  on  Ethics  is  charged  with  the 
responsibility  of  proposing  whatever  rules  and  procedures 
appropriate  to  carrying  out  its  duties.  Said  duties  include  the  power 
to  investigate  and  evaluate  any  matters  pertaining  to  alleged 
violations  of  the  Code  of  Ethics  (see  House  Rule  16A)  upon  the 
receipt  of  a  sworn  written  complaint,  a  majority  vote  by  the  House, 
or  at  the  direction  of  the  Speaker  of  the  House,  and  may  then 
recommend  any  corrective   action   which  is  deemed   appropriate. 

Upon  receipt  of  a  complaint  in  any  of  the  above-mentioned 
manners,  the  committee  notifies  the  individual  named  in  said  complaint 
of  the  nature  of  the  alleged  violation,  including  the  names  and 
sources    of   the   complaint,    a  list  of  prospective    witnesses,    and    shall 
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notify  the  individual  of  the  final  disposition  and  any  recommendation 
of  the  committee. 

All  complaints  and  subsequent  proceedings  are  confidential  in 
nature,  however  if  said  complaint  is  determined  to  have  merit  the 
committee  will  file  a  report  with  the  Clerk  of  the  House,  which  is 
then  considered   to  be  a  public  document. 

It  is  the  recommendation  of  the  Committee  that  all  those 
affected  by  the  Code  of  Ethics  familiarize  themselves  with  its 
contents. 

5)     Provide    Opportunity    for    House    Members    and    Staff    to 
Make   Suggestions  for  Policy  or  Procedural  Change 

To  insure  that  there  are  open  lines  of  communication 
between  this  Committee  and  all  members  and  staff,  the  Committee  has 
developed  a  form  to  receive  input  from  those  individuals  who  have  to 
work      with      the      policies      and      procedures      every      day.  This 

Recommendation  for  Revision  Form  is  presented  in  Appendix  H. 

To  make  recommendations  for  improvements  to  the  House 
personnel  policies  and  procedures,  the  Committee  presents  the 
following  guidelines: 


a)  The  Recommendation  for  Revision  Form  should  be 
completed  by  the  individual  wishing  to  suggest  a  change 
of  policy  or  procedure. 

b)  The  completed  Form  should  be  presented  to  the 
individual's  Chairman  or  director  for  review,  comment, 
and   signature. 

c)  The  Form  should  be  forwarded  to  the  Chairman  of  the 
House   Committee  on  Personnel  and  Administration. 

d)  The  suggested  change  will  be  discussed  at  the  next 
committee   meeting. 
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e)  Individuals  may  be  asked  to  testify  before  the  Committee 
concerning  the   suggested  change. 

f)  The  Chairman  or  Director  will  be  notified  of  the  result 
of  the  committee's  discussion. 

g)  Any  suggested  changes  which  are  approved  by  the 
committee  will  be  incorporated  into  the  House  of 
Representatives'  policies   and  procedures. 


Long -Range  Objectives 

In  addition      to      the      implementation      of      the      immediate 

objectives,  the  Committee  expects  to  address  the  following  long-range 
objectives. 

1)  Develop  accurate  job  descriptions  for  all  staff 
(component  of  classification  plan) 

2)  Develop  job  manuals   for  all  functional   job  categories 

3)  Develop   staffing  levels   for   standing  and   joint  committees 

4)  Develop  and  distribute  a  comprehensive  personnel  manual 
for  all  Chairman  and   supervisory  staff 

5)  Develop  and  distribute  an  employee  handbook  detailing 
policies   and  procedures 

6)  Assemble  a  Task  Force  of  House  Members  and  key  staff 
to  determine  ways  to  improve  employee  productivity  and 
performance 

D.     Provide  Opportunities   for  Training  and  Professional  Development 

The  third  goal  in  the  Committee's  three-point  plan  recognizes 
that  staff  members  are  the  House  of  Representatives'  most  valuable 
resource.  Staff  members  are  required  to  perform  a  variety  of 
tasks:  administrative,  legislative  research,  fiscal  and  program 
analysis,    drafting    legislation,     secretarial    duties,    and    dealing    with 
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constituent  concerns  and  complaints.  Presently,  staff  members  learn 
these   tasks  by   "doing  the   job". 

The  Committee  is  committed  to  increasing  training  and 
professional  development  opportunities  for  all  staff  in  line  with  the 
current  and  future  needs  of  the  House  of  Representatives.  The  goal 
is  to  develop  skilled  employees  at  little  or  no  cost  to  the  House 
while   recognizing  that  certain  training  programs  involve   a  cost. 

Appendix  I  presents  a  training  application  which  should  be 
completed  by  the  Chairman  or  Director  who  is  recommending  a  staff 
person  for  training.  The  completed  application  should  be  forwarded 
to  the  House  Committee  on  Personnel  and  Administration.  Additional 
details  concerning  times  and  locations  of  these  seminars  will  be 
published  by  this  Committee.  This  application  form  should  be  used  to 
apply  for  any  of  the  in-house  or  outside  training  programs  discussed 
below. 

Immediate  Objectives 

1)  Develop  In-House  Training  Programs 
The  Committee  has  approached  the  Legislative  Service 
Bureau  to  develop  training  programs  for  skill  development  of 
legislative  staff.  As  a  result  the  Director  of  the  Legislative  Service 
Bureau  has  prepared  the  following  outline  which  can  and  will  be 
implemented  soon.  The  Committee  anticipates  that  these  seminars  will 
begin  in  August,  1985  and  will  be  offered  on  a  semi-annual  basis  in 
the   future.      In   addition   to   these   seminars,    the   Committee  is    working 
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closely  with  the  Legislative  Service  Bureau  to  develop  professional 
development  seminars  for  senior  staff  dealing  with  policy  and 
supervisory  issues. 

SKILLS  DEVELOPMENT   SEMINAR  FOR  LEGISLATIVE    STAFF 

The  objectives   of  the   seminar  are   to: 

°      Improve     the     skills     and     abilities     of    legislative     staff 
professionals   in  their   respective  discipline   and   jobs. 

Provide  and  understanding  of  the  performance  principle 
and  the  professional  steps  involved  in  effective 
legislative   work. 

Increase  the  understanding  of  all  participating  staff  of 
the  roles  and  relationships  between  different  staff 
activities   and   responsibilities. 

Designed  for  entry  level  staff  with  one  to  three  years  experience, 
the  Skills  Development  Seminar  uses  a  practical  curriculum  taught  be 
senior  legislative   staff  and  academia  faculty. 


PROGRAM  TRACKS 

Each  of  the  program  tracks  will  devote  most  of  the  day  to  work  on 
case  materials  which  will  include  specific  tasks,  assignments  and 
skill-building  exercises.  Below  are  examples  of  the  kinds  of  skills 
to  be  covered  in  each  track. 


Bill  Drafting  Track 

This  track  is  intended  for  professional  staff  with  less  than  three 
years  of  legislative  experience  and  who  are  involved  in  drafting 
legislation  for  individual     members   of  committees.     Participants   will: 


o 


Draft,  review  and  critique  bills  and  amendments  with 
attention  to  language,  organization,  technical 
correctness,    and   statutory  or   constitutional   redundancy. 

Sharpen  interviewing  skills  necessary  for  working  with 
legislators   to  determine   and  clarify  drafting   requests. 

Analyze     bill     drafting     assignments     in     terms     of    legal 
^research  needs,  policy  and  constitutional  considerations, 
and   fiscal  implications. 
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Research  Track 

This  track  is  designed  for  professional  staff  with  less  than  three 
years  legislative  experience  and  who  work  with  legislators  and 
legislative  committees  on  research  projects  or  analyze  legislation  and 
policy  proposals.     Participants   will: 

Write    and    evaluate    research   memoranda   and    reports    for 
organization,   style,    format  and  language  usage. 


o 


o 


Sharpen    interviewing    skills    necessary   for    working    with 
legislators   to  determine   and  clarify   research   requests. 

Review    and    assess    available    resources    for    legislative 
research. 

Prepare   and  evaluate   formats   for  data  presentation. 


Fiscal  Analysis  Track 

This  track  is  intended  for  legislative  staff  with  less  than  three  years 
of  legislative  experience  and  who  analyze  agency  budgets,  prepare 
fiscal  notes,  and  work  with  legislative  budget  committees. 
Participants   will: 


o 


Develop     a     budget     for     a     new     program     and     assess 
alternative   funding  proposals. 

Analyze     and     present     recommendations     on     an     agency 
funding  proposal. 

Prepare   a  fiscal  note. 

Discuss   the   elements   of  revenue  projections. 


Program  Evaluation  Track 

This  track  is  designed  for  legislative  staff  with  less  than  three 
years  experience  and  who  are  involved  in  program  evaluation,  sunset 
or  performance  audits   of  executive   agencies.     Participants   will: 

Design   and   analyze   alternative   evaluation   techniques   and 
methodologies. 

°       Prepare   and  critique  different  survey  instruments. 

Write     and     review     report     formats     and     strategies     for 
implementation  of   report  findings. 
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Discuss     methods     of    presenting     evaluation     findings     to 
legislative   committees. 


CONCURRENT   SESSIONS 

Participants  will  have  the  option  of  attending  at  least  two  of  six 
concurrent  workshops  which  will  be  offered.  The  program  options 
tentatively  include : 


Clarity  in  Writing 

This  workshop  will  review  the  elements  of  clear  writing  and  proper 
language  usage  appropriate  for  a  legislative  audience  or  any  other 
group. 


Effective  Oral  Communication 

This   session  will  address  presentation  skills  applicable  to  one-on-one 
situations,    small  group   settings,   and  formal  legislative  hearings. 


Computer:     Deciphering  Bits,  Bytes  and  Basic 

This  session  will  translate  "computerese"  for  the  non-technical 
person  and  review  the  application  of  computer  technology  in  the 
legislative   setting. 


Translating  Statistics  for  Legislative  Use 

This  session  will  focus  on  understanding  statistical  terminology, 
interpreting  statistics  for  laymen,  and  making  effective  use  of 
analytic  data  in  the  legislative   environment. 


The  Legislative  Environment:     Staff  Structures  and  Responsibilities 

This  session  will  describe  the  make-up  of  the  50  state  legislatures, 
including  the  different  approaches  to  organizing  legislative  staff,  and 
will   review  the   role   that  staff  plays  in  the  legislative  process. 


Person-to-Person:     Developing  Better  Interpersonal  Communications 

This  session  will  focus  on  interpersonal  communication  skills  and 
techniques  for  improving  personal  interactions  with  legislators, 
superiors,    and  colleagues. 
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PROFESSIONAL  DEVELOPMENT  FOR  SENIOR  STAFF 

Program  designed  primarily  for  Senior  Staffers  with  three  or  more 
years  experience  dealing  primarily  with  the  state-of-the-arts  in 
various  legislative  disciplines.  Such  disciplines  will  include  the  field 
of  education,  human  services,  etc.  to  be  taught  by  experts  in  the 
field  including  the  private   sector  and  academia. 


2)  Publicize  Tuition  Remission  Program 

On  September  1,  1983,  the  Massachusetts  Board  of  Regents 
extended  the  Tuition  Remission  Program  to  legislative  employees. 
This  program  allows  full-time  state  employees  to  attend  any  state 
institution  of  higher  education,  excluding  the  University  of 
Massachusetts  Medical  Center,  and  receive  full  or  partial  remission 
of  tuition  depending  on  the  program  attended.  This  educational 
benefit  is  subject  to  space  available  and  the  usual  admission  policies 
of  each  institution.  The  guidelines  for  this  program  published  by  the 
Board  of  Regents   are  presented  in  Appendix  J. 

Local  campus  administrators  have  the  right  to  cancel 
continuing  education  courses  for  which  a  sufficient  number  of  tuition 
paying  students  has  not  enrolled.  This  program  will  not  cost  the 
Legislature  any  additional  money  since  the  classes  and  the  teachers 
are   already  in  place. 

3)  Access   Outside  Training  Programs 

The  Massachusetts  Department  of  Personnel  Administration's 
Bureau  of  Human  Resource  Development  offers  training  and 
development  programs  for  supervisors  and  managers  and  a  variety  of 
other    training    opportunities    for    state    employees.       The    Committtee 
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reached  agreement  with  the  state's  training  agency  to  allow 
legislative  staff  to  participate  in  their  training  programs.  A 
synopsis  of  the  supervisory  and  managerial  training  programs, 
published  by  the  Executive  Office  of  Administration  and  Finance,  is 
provided  in  Appendix  K. 

Long-Range  Objectives 

The  Committee  presents  the  following  long-range  objectives 
to  complement  the  immediate  objectives   outlined  above: 

1)  Implement  in-house   training  programs 

2)  Develop  an  employee  orientation  program 

3)  Assess   training  needs   of  staff 

4)  Develop  career  paths   for   staff 

E.     Conclusion 

The  House  Committee  on  Personnel  and  Administration  is 
taking  a  comprehensive,  systems -analysis  approach  to  improve  the 
personnel  system  in  the  House  of  Representatives.  The  Committee 
presents  a  three-point  plan  to  reform  the  salary  structure, 
standardize  policies  and  procedures,  and  provide  opportunities  for 
training  and  professional  development  of  staff. 

This  three-point  plan  does  not  purport  to  address  all  areas 
of  concern,  but  it  is  a  start  in  the  right  direction.  The  Committee 
expects  to  work  closely  with  all  House  members  and  staff  to 
communicate    the    immediate    changes    to    policies    and    procedures,    to 
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effectively  implement  the  long-range  objectives,  and  to  properly 
identify  additional  areas  which  need  to  be  addressed.  This  initial 
plan  provides  a  solid  foundation  upon  which  to  build  a  professional 
and  accountable  personnel   system. 

One  note  of  explanation  should  be  added  at  this  point.  The 
Committee's  initial  task  included  the  establishment  of  House  staffing 
levels  for  the  standing  and  joint  committees.  However,  the 
establishment  of  staffing  levels  is  listed  as  a  long-range  objective 
because  the  Committee  has  determined  that  standardized  job 
descriptions  need  to  be  developed  before  appropriate  staffing  levels 
can  be  ascertained  for  each  committee.  Therefore,  the  Committee 
expects  to  develop  staffing  levels  once  the  duties  and 
responsibilities   of  current  staff  are  clarified  and   standardized. 
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III.     ALLOCATION  OF  OFFICE   SPACE 

A.     Overview 

The  policy  of  the  Massachusetts  House  relative  to  the 
allocation  of  office  space  and  furniture  has  evolved  haphazardly  over 
the  years.  Prior  to  the  construction  of  the  State  office  buildings, 
members  of  the  Legislature  conducted  the  affairs  of  state  without 
benefit  of  individual  offices.  Legislators  used  telephone  booths  in 
the  area  adjacent  to  the  House  Lobby  to  communicate  with 
constituents  and  state  agencies.  Pigeon  holes  were  provided  for 
messages  and  the  only  desk  available  to  a  legislator  was  the  one  in 
the  House  Chamber  which  afforded  little  or  no  privacy  and  no 
connection  with   the  outside   world. 

When  the  McCormick  and  the  Saltonstall  buildings  were 
opened  and  the  state  agencies  and  commissions  began  to  move  into 
this  new  space,  members  of  the  legislature  started  to  occupy  space 
within  the  State  House.  Unfortunately,  the  sub-division  of  space  was 
never  properly  planned  or  adequately  documented.  Little  or  no 
consideration  was  given  to  the  historical  significance  or 
appropriateness  of  use  when  space  was  assigned.  Usually,  the 
number  of  changes  made  every  two  years  was  a  factor  of  the  number 
of  new  representatives  and  the  number  of  new  leadership 
assignments.  The  disruption  caused  by  the  recent  leadership  change 
and  the  incoming  freshman  class,  clearly  illustrates  again  the 
problems     that     result     from     not     having     a     well-defined     policy     on 
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allocation  of  office   space. 

These  problems  are  not  unique  to  the  House  of 
Representatives.  They  are  systemic  throughout  the  State  House.  As 
a  result  of  these  and  more  serious  exterior  problems,  the  Division 
of  Capitol  Planning  and  Operations  (DCPO)  established  a  Special 
Project  to  comprehensively  examine  these  problems.  The  Capitol 
Outlay  Budget  (F.Y.  1984)  appropriated  $28,000,000  for  the  Special 
Project  to  utilize  the  expertise  of  architects  and  engineers  in 
drawing  up  its  plans  for  the  renovation  and  repair  of  the  State 
House. 

The  House  of  Representatives  has  identified  the  allocation  of 
office  space  and  improved  working  conditions  as  problems  to  be 
addressed  by  the  Committee  on  Personnel  and  Administration.  The 
Committee  included  the  building  support  systems  (heating,  ventilation, 
air  conditioning,  lighting,  tele -communications)  in  their  mandate 
because  these  systems  are  essential  to  good  working  conditions. 
However,  due  to  the  work  of  the  Special  Project,  the  Committee 
believes  it  would  be  inappropriate  at  this  time  to  make  specific 
recommendations  with  respect  to  these  problems.  Rather,  the 
Committee  intends  to  defer  such  recommendations  pending  further 
study  and  coordination  with  the  Special  Project.  Instead,  the 
Committee  has  drawn  up  a  list  of  guidelines  for  the  allocation  of 
space  and  the  necessary  elements  for  improved  working  conditions. 
The  Committee  intends  to  work  closely  with  the  Special  Project  to 
ensure   that  these  concerns   are  incorporated  into  all   future  plans. 
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B.     Special  Project  Report 

The  Special  Project  submitted  a  report  on  March  6,  1984 
detailing  its  proposals  for  the  future  of  the  State  House.  The  study 
outlined   four  general  areas   where   the   Special  Project  intends   to   act: 

1.  Building  Restoration 

This  includes  interior  as  well  as  exterior  restoration  and 
renovation.  More  specifically,  the  study  stated  that  large  areas  of 
the  State  House  roof  and  exterior  walls  are  in  need  of  repair,  as  are 
the   windows   and   skylights . 

2.  Site  Treatment 

The  study  details  the  generally  poor  condition  of  the  State 
House  grounds  and  proposed  specific  actions  to  remedy  this.  One 
example  includes  the  replacement  of  the  Ashburton  parking  lot  (i.e., 
Representative's  parking  lot  adjacent  to  the  State  House)  with  a 
"Memorial  Garden"  and  relocating  the  parking  lot  underground.  Also 
included  are  plans  to  landscape  the  State  House  grounds,  repair 
steps,   gates   and  provide  handicapped  access. 

3.  Space  Use 

This  part  of  the  study  focuses  on  existing  space  utilization 
in  the  State  House  including  the  Executive  and  Constitutional  Offices 
as    well    as    the    Legislature.       The    study    notes    that   overall    space   is 

limited    and    therefore    efficient    space    utilization    is    essential.        It 
recommends    that    the    various    branches    of    government    be    grouped 
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together  and  suggests  using  the  existing  physical  divisions  in  the 
building  as  a  starting  point.  For  example,  the  Special  Project 
suggests  that  the  Executive  be  located  in  the  West  Wing,  the  Senate 
in  the  East  Wing,  the  House  of  Representatives  in  the  North  and 
South  Annexes.  Furthermore,  the  Special  Project  proposes  to 
develop  guidelines  for  space  utilization,  office  renovation  and 
furnishings. 

4.     Building  Support  Systems 

In  this  regard  the  Special  Project  examined  the  existing 
heating,  ventilation,  air  conditioning  and  telecommunications  system. 
The  study  noted  that  there  are  44  different  types  of  HVAC  systems  in 
the  State  House.  Not  surprisingly  this  makes  for  an  inefficient  and 
costly  system.  The  study  proposes  improving  and  centralizing  the 
HVAC  system  as  a  way  to  decrease  costs  and  increase  human  comfort. 
As  for  telecommunications,  the  Special  Project  proposes  to  oversee 
the  design  of  an  integrated  system  which  would  include  telephone, 
television,    and  computer  services. 

C.     Committee  Role 

Clearly,  there  is  an  overlap  between  the  Committee's 
mandate  and  the  work  of  the  Special  Project.  The  questions  of  space 
use  and  building  support  systems  are  of  direct  concern  to  the 
Committee.  The  Committee  does  not  have  the  professional  expertise 
and  technical  knowledge  of  the  Special  Project.  However,  the 
Committee  intends   to  establish   a  working  relationship  with  the  Special 
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Project  so  as   to   avoid  unnecessary  and  costly  duplication  of  effort. 

This  does  not  mean  that  the  Committee  will  not  play  an 
active  role.  Questions  of  space  allocation  and  building  support 
systems  for  the  House  of  Representatives  need  to  be  addressed. 
The  Committee  is  better  able  to  appreciate  these  considerations  from 
the  perspective  of  the  various  committees  and  members  of  the  House 
of  Representatives.  The  Special  Project,  on  the  other  hand,  will  be 
approaching  these  questions  with  regard  to  the  State  House  as  a 
whole.  Thus,  the  Committee  can  and  should  co-ordinate  its  work  with 
that  of  the   Special   Project. 

Examples  of  how  the  two  groups  should  effectively 
collaborate  are  easily  given.  For  instance,  the  Special  Project  has 
proposed  drawing  up  guidelines  to  enhance  working  conditions  in  the 
State  House.  The  Committee  has  already  collected  useful  information 
in  this  area.  A  survey  (by  the  House  Committee  on  Personnel  and 
Administration)  of  office  space  currently  available  to  each  of  the 
various  House  committees  found  that  square  footage  per  person 
ranges  from  a  low  of  40  to  a  high  or  194.  As  Table  I  indicates,  most 
committees  have  between  41  and  120  square  feet  per  person.  These 
figures  do  not  include   space   allocated  to  Chairmen. 
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Table   I 

AVERAGE   SQUARE  FOOTAGE   PER  PERSON 
WITHIN  COMMITTEES* 


Sq.   ft.  per  person  #  of  Committees 


0-40 
41  -  80 
81  -  120 
121  -  160 
161  -  200 

1 
12 
13 

1 
1 

Total 

28 

* 


Does   not  include  chairpersons'  offices. 


The  Committee  has  also  undertaken  a  survey  of  the  House 
members  to  determine  current  office  conditions.  The  results  of  this 
survey  suggest  some  of  the  primary  concerns  of  the  Representatives 
in  terms  of  office  space.  For  example,  50%  of  the  Representatives 
responded  that  they  do  not  have  sufficient  privacy  to  address 
constituent  problems. 

Other  concerns  of  the  Committee  have  been  brought  out 
through  discussion  within  the  Committee.  One  of  these  involves  the 
use  of  hearing  rooms.  The  Committee  believes  there  could  be  better 
utilization  of  the  hearing  rooms  by  making  them  more  accessible  to 
the  members  for  use  as  private  meeting  rooms.  Similarly,  the 
Committee  believes  that  Gardner  Auditorium  could  be  put  to  better 
use  by  constructing  a  retractable  wall  so  that  it  could  be  divided  into 
two  equal-sized  hearing   rooms  if  needed. 
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D.     Guidelines 

Based  on  Committee  discussions  and  the  results  of  the 
surveys  undertaken,  the  Committee  developed  "Guidelines  For  Space 
Allocation  And  Working  Conditions"  which  are  presented  on  the 
following  pages.  These  guidelines  will  be  forwarded  to  the  Special 
Project  to  ensure  its  consideration  of  the  concerns  of  the  House  of 
Representatives  when  developing  its  plans  for  the  improvement  of 
office   space  and  working  conditions. 

House  Committee  on  Personnel  and  Administration 
Guidelines  for  Office  Space  Allocation  and  Working  Conditions 

1.  Disruptions  due  to  frequent  relocation  of  members  and  staff 
should  be  minimized. 

2.  Each  committee  should  receive  a  proportional  amount  of  square 
footage,  based  on  the  number  of  members   and   staff  included. 

3.  A  minimum  of  130  square  feet  of  office  space  should  be  allocated 
to  each  Representative.  This  office  space  should  include  room 
for  the  Representative,  Legislative  Aide,  and  the  storage  of 
records. 

4.  All  Representatives  should  be  provided  an  opportunity  to  sit 
within  one  of  the  committees   on  which  they  serve. 

5.  Office  space  should  be  allocated  within  assigned  committee  areas 
in  the  following  manner: 

a.  Chairman  of  the  Committee  shall  have  first  choice  of  office 
location. 

b.  Vice-Chairman  of  the  Committee  shall  have  second  choice 
of  office  location 

c.  The  remaining  House  members  who  are  assigned  to  sit  within 
a  certain  committee  shall  choose  office  location  by  a 
seniority   system. 
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6.  Representatives  should  receive  priority  over  staff  in  the 
allocation  of  office  space.  Exceptions  can  be  made  for  those 
support  staff  that  are  essential  to  the  effective  operation  of  the 
Committee. 

7.  Where  possible,  all  Representatives  should  be  afforded  sufficient 
privacy  to  address  personal  constituent  needs.  Priority  should 
be  given  to  those  Representatives  which  have  a  greater  number 
of  constituent  visitors  whether  because  of  the  nature  of  the 
district  or  the  proximity  to   the   State  House. 

8.  All  Representatives   should  have   access   to  private   meeting   rooms. 

9.  All  Representatives  should  have  adequate  lighting,  heating,  and 
air  conditioning  and  /or  ventilation. 

10.  All  Representatives  should  have  access  to  a  private  outgoing 
telephone  line. 

11.  Every  committee  and  hearing  room  should  have  access  by  the 
handicapped. 

12.  Handicapped  communication  equipment  should  be  provided  to  all 
members   and   staff  when  necessary. 


E  •     Conclusion 

The  Committee  will  work  closely  with  the  Special  Project  in 
the  development  of  plans  to  improve  support  systems  and  office  space 
for  members  and  staff  of  the  House  of  Representatives.  By 
deferring  specific  recommendations  concerning  the  allocation  of 
office  space,  the  Committee  hopes  to  minimize  disruptions  caused  by 
frequent  relocation,  while  at  the  same  time  deriving  maximum 
advantage  from  the  technical  expertise  of  the  Special  Project. 
Ultimately,  this  will  result  in  better  allocation  of  space  and  improved 
working  conditions  for  all  members  and  staff  of  the  House  of 
Representatives . 
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APPENDIX  A 

Personnel  Philosophy  of  the  Massachusetts 
House  of  Representatives 


MASSACHUSETTS  HOUSE   OF  REPRESENTATIVES 
HOUSE  COMMITTEE   ON  PERSONNEL  AND  ADMINISTRATION 

Personnel  Philosophy 


The  House  Committee  on  Personnel  and  Administration  is 
responsible  for  developing  and  implementing  a  professional  personnel 
program  for  staff  members  of  the  House  of  Representatives. 
Efficient  administration  of  the  House  requires  clear  policies  and 
procedures,  qualified  personnel,  and  maintenance  of  staff  morale. 
Cooperative  efforts  by  the  House  Committee  on  Personnel  and 
Administration,  the  House  Personnel  Office,  and  the  House  Chairmen 
are  essential  to  the  effective  implementation  of  modern, 
comprehensive  personnel   services. 

The  key  to  the  success  of  this  program  and  the  improvement 
of  personnel  management  is  the  cooperative  involvement  of  all  House 
Chairmen.  Continuing  application  of  the  following  principles  provide 
a  proper  basis  for  personnel  administration  and  career  service, 
increases  operating  efficiency  and  program  effectiveness,  promotes 
positive  affirmative  action  and  equal  employment  opportunities,  and 
assures  fair  and  impartial  treatment  of  applicants  and  employees 
including  those   who  are  handicapped  and  disadvantaged. 

The  following  are  the  general  principles  and  requirements  of 
the  personnel  system  for  the  Massachusetts  House  of 
Representatives . 

Recruiting,  selecting,  and  promoting  employees  on  the  basis 
of  their  relative  ability,  knowledge,  skills,  and  personal 
characteristics. 

Fair  treatment  of  applicants  and  employees  in  all  aspects  of 
personnel  administration  without  regard  to  race,  color, 
religion,  sex,  national  origin,  political  affiliation,  age, 
handicap,  or  other  non-merit  factors  and  with  proper  regard 
for  their  privacy  and  constitutional   rights   as   citizens. 

Employees  will  be  provided  equitable  and  adequate 
compensation. 

Employees  will  be  trained  as  needed  to  assure  high-quality 
performance. 


-33- 


Employees  will  be  afforded  opportunities  for  professional 
development  in  line  with  the  current  and  future  needs  of  the 
Legislature. 

Employees  will  be  retained  on  the  basis  of  the  adequacy  of 
their  performance  and  provisions  will  be  made  for 
correcting  inadequate  performance  and  separating  employees 
whose  inadequate  performance  cannot  be  corrected. 

Employees  will  be  informed  of  and  comply  with  the  Code  of 
Ethics  for  House  staff  (as  provided  for  in  Rule  16A  of  the 
Rules  of  the  House  of  Representatives  and  any  subsequent 
revisions). 

Employees  will  be  informed  of  their  political  rights  and 
prohibited  practices. 
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APPENDIX  B 

Basic  Requirements  of  an  Equitable   Salary  Program 

for  House  Staff 


MASSACHUSETTS  HOUSE   OF  REPRESENTATIVES 

HOUSE  COMMITTEE   ON  PERSONNEL  AND  ADMINISTRATION 

Basic   Requirements  of  an  Equitable   Salary  Program  for 

House  Staff 


1 .  Job  Descriptions 

The  duties  and  responsibilities  of  each  distinct  staff  position 
should  be  described  in  writing. 

2.  Accountability 

The  supervisory /reporting  relationships  should  be  clarified  and 
the  level  of  responsibility  differentiated  for  all  staff  to 
increase   accountability  and  provide  clear  lines   of  authority. 

3.  Competitive,   Equitable   Salaries 

The  salary  structure  should  be  standardized,  equitable,  and  be 
competitive  with  other  state  legislatures,  the  Massachusetts' 
Executive  Branch,   and  private  industry. 

4.  Salary  Progression 

Individual    staff    members    should    be    provided    opportunities  to 

progress      through      the      position's      salary      range      based  on 

knowledge,  job  experience,  and  satisfactory  performance  of 
duties. 

5.  Salary  Policy 

Written  policies  for  the  administration  of  the  Salary  Program 
should  be  clearly  defined  and  consistently  applied. 

6.  Flexibility 

The  Salary  Program  should  be  flexible  enough  to  maintain  com- 
petitiveness with  applicable  job  markets  and  to  assimilate  new  or 
changed  positions  into  the  program.  An  annual  review  of  salary 
levels  should  be  conducted  by  the  Director  of  Personnel  to 
address   these  issues. 

7  .     Delineation  of  Authority 

The  final  authority  concerning  salary  administration  policies  is 
the  responsibility  of  the  House  Committee  on  Personnel  and 
Administration.  The  final  authority  over  future  upgrading  of 
salaries  rests  with  the  House  Committee  on  Rules.  The  day-to- 
day administration  of  the  Salary  Program  is  the  responsibility  of 
the  Director   of  Personnel. 
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APPENDIX  C 

Request  for  Proposal 
for  Classification  and  Compensation  Study 


REQUEST  FOR  PROPOSAL 
CLASSIFICATION  AND  COMPENSATION   STUDY 

INTRODUCTION 

The  Massachusetts  House  of  Representatives'  Committee  on 
Personnel  and  Administration  has  prepared  this  Request  for  Proposal 
for  the  development  of  a  comprehensive  personnel  system  for  the 
professional,  administrative,  and  clerical  staff  employed  by  the  House 
of  Representatives.  This  project  will  have  three  major  components: 
(1)  development  of  job  descriptions;  (2)  development  of  a 
classification  plan;   and   (3)   development  of  a  compensation   schedule. 

The  following  sections  of  this  Request  for  Proposal  should 
provide  the  necessary  guidance  to  potential  contractors  in  the 
preparation  of  their  proposal. 

A.  Scope  of  Work 

B.  Reports   and  Documentation 

C.  Additional  Guidelines   and  Conditions 

D.  Proposal  Format 

E.  Administrative   Provisions 

It  is  expected  that  a  fixed  firm  contract  for  six  months  or 
less  will  result  from  this  Request  for  Proposal.  An  award  will  be 
made  to  the  Contractor  whose  proposal  is  determined  to  be  of 
superior  quality  and  the  most  responsive  to  the  work  as  determined 
in  the  Request  for  Proposal  at  a  total  competitive  price  which  is  less 
than     or     equal     to     the     maximum     of    one     hundred     thousand     dollars 
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($100,000.)  available  for  the  required  tasks.  Proposals  from  those 
contractors  available  to  work  immediately  once  the  contract  is  signed 
will  be  given  priority. 

The  proposal  should  include  provisions  for  the  active  and 
direct  participation  of  the  House  Committee  on  Personnel  and 
Administration  in  the  plan  to  insure  swift  and  knowledgeable 
implementation  of  the  recommendations.  The  proposal  should  also 
include  the  development  of  training  materials  with  a  schedule  for  the 
training  of  House  Chairman  and  key  staff  concerning  the  new 
program.  In  addition,  the  proposed  compensation  system  should 
include  a  standardized,  structured  and  equitable  method  to  administer 
salary  increases. 

Selection  will  be  based  upon  evaluation  of  the  information 
furnished  as  required  under  this  Request  for  Proposal.  Evaluation 
criteria  to  be  considered  are  as  follows:  (1)  familiarity  with  issues 
pertaining  to  personnel  classification /compensation  systems, 
particularly  as  they  relate  to  state  legislatures;  (2)  proposed  data 
gathering  methodology;  (3)  qualifications  and  relevant  experience  of 
proposed  staff;  (4)  previous  experience  of  proposed  contractor;  (5) 
immediate  availability;  (6)  cost;  and  (7)  responsiveness  and  quality 
of  the  work  plan. 

Any  oral  explanations  desired  by  the  contractor  regarding 
the  meaning  or  interpretation  of  this  Request  for  Proposal  or 
associated  documentation  will  be  given  at  a  bidder's  conference  to  be 
held   at  10:00  A.M.,  July   17,    1985  at   the   State  House,    Room  348. 

Proposals  must  be  received  no  later  than  5:00  P.M.  on 
August  9,    1985.     Fifteen  (15)  identical  proposals   should  be  submitted. 
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Late    submissions    will  be    rejected.      Proposals   are   to  be   submitted   to 
the   following   address: 

Representative   Michael  J.    Rea,  Jr. 

Chairman 

House   Committee   on  Personnel  and  Administration 

Room  146,    State  House 

Boston,    Massachusetts     02133 

Any    inquiries     regarding    the    information    contained    in    this 

Request  for  Proposal   should  be  directed  only  to: 


Stephen  T.  Joyce 

Director 

House   Committee  on  Personnel  and  Administration 

(617)      722-2560 
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A.      SCOPE   OF  WORK 

1.     Overview 

The  House  Committee  on  Personnel  and  Administration  was 
established  in  January,  1985  by  the  Massachusetts  House  of 
Representatives  to  develop  standardized  policies  and  procedures  for 
its  personnel  and  administration.  Concurrently,  as  part  of  the  F.Y. 
1985  Appropriation  Act,  the  House  of  Representatives  was  authorized 
to  conduct  a  study  "to  develop  and  implement  an  effective  and 
uniform  classification  and  compensation  program  for  the  professional, 
administrative   and  clerical   staff  of  the  House   of  Representatives." 

The  language  authorizing  this  study  stipulated  that  the  study 
be  conducted  by  a  management  or  personnel  consultant  firm  and  that 
the  firm  be  selected  through  a  competitive  bid  process  initiated  by  a 
request  for  proposal.  Consequently,  the  mechanics  of  creating  the 
request  for  proposal,  evaluating  the  proposals,  awarding  the 
contract,  and  overseeing  and  implementing  the  results  have  become 
the  responsibility  of  the  House  Committee  on  Personnel  and 
Administration. 

House  staff  are  divided  among  28  standing  and  joint 
committes,  leadership  offices  of  the  majority  and  minority  parties, 
House  Clerk  and  House  Counsel.  The  staffing  functions  of  the  House 
can  be  divided  into   the   following  five  broad  categories: 
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°  Administration 

°  Research/Analytical 

°  Legal 

°  Clerical 

°  Constituent 

The  House  of  Representatives  has  an  overall  classification 
and  compensation  system  for  the  House  Rules  Committee  payroll. 
Positions  on  the  House  Rules  Committee  payroll  are  functionally 
classified  with  designated  job  titles  and  job  descriptions.  However, 
this   system  is   outdated   and   should  include   all  House   employees. 

In  prior  years,  salary  increases  have  often  been  awarded  on 
an  individual  basis.  House  employees  do  not  receive  regular, 
uniform  annual  cost-of-living  increases  as  do  state  employees 
covered  by  union  contracts.  Sometimes,  cost-of-living  increases  are 
provided  later  in  the  fiscal  year  with  employees  losing  several 
months  of  the  salary  increase.  As  a  result,  House  employees  rely  on 
personal  politicking  for   salary  increases. 

A  major  effort  of  the  House  Committee  on  Personnel  and 
Administration  will  be  to  reform  the  current  classification  system  and 
salary  structure  and  replace  it  with  an  accountable,  efficient,  and 
equitable  system.  To  this  end,  this  Request  for  Proposal,  and  the 
resultant   recommendations,    will  play  a  major   role. 

As  a  first  step,  the  House  Committee  sees  the  need  for  a 
re-evaluation  of  current  positions  and  work  performed  for  the  House 
of  Representatives,  and  the  development  of  clearly  defined  job 
descriptions.        The     first    component    of    this    Request    for    Proposal 
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should  address   these   issues. 

The  second  component,  the  classification  system,  should  be 
developed  from  information  gathered  through  the  first  component.  A 
basic  organization  structure  with  clearly  defined  lines  of  authority 
based  upon  position  classification  is    requested. 

The  third  component,  the  compensation  schedule,  should 
include  salary  grades  and  steps  and  be  integrated  with  the 
classification      system.  The      compensation      schedule      should     be 

competitve  with  comparable  positions  in  legislative  bodies  in  other 
states,  the  Massachusetts  Executive  Branch,  and  private  industry. 
In  addition,  the  plan  should  include  methods  for  updating  the  system 
and  for   administering   standardized  and   equitable   salary  increases. 

Since  the  Committee  expects  to  develop  personnel  policies  on 
an  on-going  basis  and  to  integrate  the  report  recommendations 
smoothly  and  swiftly  into  these  policies,  it  is  important  that  they 
participate  actively  and  directly  in  the  planning  and  implementation  of 
the  work  plan.  To  this  end,  the  proposal  should  indicate  the  level 
and  extent  of  involvement  of  the  Director  of  the  House  Committee  on 
Personnel  and  Administration  who  will  be  the  Project  Director  for 
this  contract.  The  proposal  should  also  include  the  development  of 
training  materials  with  a  schedule  for  the  training  of  House  Chairmen 
and  key  staff  in  the  operation  and  maintenance  of  the  classification 
and  compensation   system. 

2.     Project  Objectives 

The  following  discussion  outlines  the  project  objectives  and 
describes    the   required   tasks   to  be  performed. 


-43- 


*       Development  of  Job  Descriptions 

a.  To    thoroughly    analyze    existing    job    descriptions     and    work 
performed  in  the  House   of  Representatives. 

b.  To   devise    a   standardized    set   of   job   descriptions    applicable 
systemwide. 


The  contractor  should  devise  a  method  whereby  existing 
positions  within  the  House  of  Representatives  can  be  evaluated. 
Assistance  will  be  available  to  the  contractor  from  employees  of  the 
House  of  Representatives  in  the  collection  of  this  data.  Follow-up 
data  will  be   the   responsibility  of  the  contractor. 

Based  on  the  data  gathered,  a  standardized  set  of  job 
descriptions  should  be  developed.  Each  job  description  should 
contain  the  following  information: 

°     a  general   statement  of  the  purpose   of  that  position 
°     responsibilities   of  the  position 
°     supervision  exercised 

supervision  received 

job   specification 

minimum  qualifications   required  to   fill  the  position 


o 


o 


Whenever  possible,  these  descriptions  should  create  career 
paths  which  will  enable  employees  to  understand  future  career 
opportunities.  Careful  consideration  should  be  given  to  affirmative 
action  and  where  possible,  work  experience  should  be  established  as 
alternatives   to   formal  education. 

Concurrent  with  the  analysis  of  existing  jobs  performed,  the 
contractor   will  be   asked   to   suggest   for   standing  and   joint  committees 
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and  other  administrative  and  professional  offices  of  various  sizes 
and  work  loads,  an  optimum  organization  structure,  clearly 
delineating  lines   of  authority  based  upon  position  classification. 

*  Development  of  a  Classification  System 

a.  To  classify  all  resultant  positions  into  a  standardized 
classification   system. 

b.  To  classify  existing  House  Personnel  into   the   new  system. 

A  procedure  should  be  developed  to  incorporate  all  job 
descriptions  into  a  standardized  classification  system.  Existing 
employees  of  the  House  of  Representatives  covered  by  the  new 
system  should  be  classified  into  it.  The  classification  component 
shall  include  a  grievance  procedure  whereby  employees  who  believe 
they  have  received  inequitable  treatment  in  the  classification  of  their 
position  will  have   recourse   to  an  appeal  process. 

*  Development  of  a  Compensation  Schedule 

a.  To  develop  a  compensation  schedule  which  includes  pay 
grades   and   salary  steps   consistent  with   the   classifications. 

b.  To  create  a  classification/compensation  system  which  will 
respond  to  future  requirements  of  the  House  of 
Representatives . 

c.  To  prepare  training  materials  in  the  operation  and  main- 
tenance of  the   system. 

The  project  will  include  the  development  of  a  comprehensive 
salary  schedule  which  relates  directly  to  the  classification  system. 
To  insure  competitive  and  equitable  salary  classifications,  salary 
surveys  should  be  cited  which  are  representative  of  comparable 
positions    in    other    state    legislatures,     the    Massachusetts    Executive 
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Branch,    and  private   industry. 

The  process  should  be  designed  in  such  a  way  that  the 
House  Committee  on  Personnel  and  Administration  can  develop  internal 
capability  to  extend  this  system  to  future  situations  (i.e.  adding 
jobs,  upgrading   salary   schedules,    etc.). 

The  contractor  will  also  be  responsible  for  developing  a 
package  of  training  materials  which  the  House  Committee  can  then  use 
to  train  Chairmen  and  key  staff  in  the  operation  and  maintenance  of 
the  classification  and  compensation   system. 
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B.      REPORTS  AND  DOCUMENTATION 

1 .  Documentation 

The  contractor  will  be  required  to  submit,  at  the  time  of 
task  completion,  documentation  on  justification  for  methodology, 
explanations  for  the  derivation  of  job  categories,  interviews/ 
evaluation  questionnaire  formats,  and  specified  training  schedule  and 
materials. 

2.  Interim  Reports 

As  the  project  will  have  a  duration  of  no  more  than  six 
months,  the  contractor  will  be  required,  at  one  month  intervals,  to 
submit  five  written  progress  reports,  which  delineate  progress  made 
on  the  detailed,  bi-weekly  task  event  schedule  for  the  effort 
expended. 

3.  Final  Report 

The  contractor  shall  submit  a  final  report  which  shall  be  the 
final  recommendations  for  the  contracted  effort.  It  shall  contain, 
but  not  be  limited   to: 

a  job  descriptions 

b.  a  classification  system 

c.  a  compensation   schedule 

d.  description  of  methods   for   system  update 

e.  documentation  as   in   (1)   above 
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A  draft  of  the  final  report  is  to  be  delivered  two  weeks 
prior  to  the  expiration  of  the  contract.  The  draft  will  be  reviewed 
for  one  week,  and  returned  to  the  contractor  for  revisions  within 
one  week.  The  final  report  is  due  one  week  after  the  revised  draft 
has  been  returned   to   the  contractor. 

4.     Distribution  of  Required  Products 

All    work    products    will   be    submitted    in    twenty    (20)    copies 

to: 

House   Committee  on  Personnel  and  Administration 
Room  146,   State  House 
Boston,    MA     02133 
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C.     ADDITIONAL  GUIDELINES  AND  CONDITIONS 

1.  Addenda  to  RFP 

If  it  becomes  necessary  to  revise  any  part  of  this  RFP, 
or  if  additional  data  are  necessary  to  clarify  any  of  its  provisions,  a 
supplement  will  be  mailed  to  prospective  contractors  who  have 
obtained  a  copy  of  the  RFP. 

2 .  Limitation 

This  RFP  does  not  commit  the  House  of  Representatives' 
Committee  on  Personnel  and  Administration  to  award  a  contract,  to 
pay  any  costs  incurred  in  the  preparation  of  proposals,  or  to 
procure  any  contract  for  services  or  supplies.  The  House  Committee 
on  Personnel  and  Administration  reserves  the  right  to  accept  or 
reject  any  and  all  proposals  received  as  a  result  of  this  RFP,  to 
negotiate  with  any  qualified  source,  or  to  cancel  in  part  or  in  its 
entirety  this  RFP  if  it  is  in  the  best  interest  of  the  House  of 
Representatives  to  do  so.  The  House  Committee  on  Personnel  and 
Administration  may  require  the  contractor  selected  to  participate  in 
negotiations,  and  to  submit  such  price,  technical,  or  other  revisions 
of  this  proposal  as   may   result  from  negotiations. 

3.  Responsible  and  Responsive  Contractors 

It    is    the   policy   of   the   House    Committee    on    Personnel    and 
Administration  that  contracts   shall  be  awarded  only  to  responsible  and 

responsive    contractors.      To   qualify    as    responsible,    the    contractor 
must  meet   the   following   standards : 
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a.  Have  adequate  financial  resources  for  the  successful 
implementation  of  this  proposal,  or  have  the  ability  to 
obtain   such   resources   as    required  during  performance; 

b.  Have  the  necessary  experience,  organization,  technical 
qualifications,  skills  and  facilities,  or  have  the  ability  to 
obtain  such   resources   as   required  during  performance; 

c.  Be  able  to  comply  with  the  proposed  or  required  time  of 
delivery  and  performance  schedules; 

d.  Have   a  satisfactory   record  of  performance;   and 

e.  Be  able  to  comply  with  the  requirements  of  federal  and 
state  law  relative   to  equal  employment  opportunity. 


In   order  to  qualify  as   responsive,    the  contractor   must  meet 
the   following   standards : 


a.  Respond  to  all  requirements  of  this  Request  for  Proposal 
in  a  complete  and  thorough  manner,  and  without  varying 
the  terms  of  this  Request  unless  specifically  allowed  to 
do  so  by  the  House  Committee  on  Personnel  and 
Administration ; 

b.  Proposals  must  be  signed  by  an  appropriate  party  and 
must  be  accompanied  by  all  required  certifications  and 
representations ; 

c.  Certify  the  he  does  not  maintain  and  that  he  will  not 
establish  facilities  that  are  segregated  on  the  basis  of 
race,  creed,  color,  national  origin,  age  or  physical 
handicap;   and 

d.  Certify  that  he  has  not  and  will  not  participate  in  or 
cooperate  with  an  international  boycott,  as  defined  in 
Section  999  (b)  (3)  (4)  of  the  Internal  Revenue  Code  of 
1954,  as  amended,  or  engage  in  conduct  declared  to  be 
unlawful  by  M.G.L.A.   Chapter  151,    Section  2. 


4.   Signature 

The  proposal  shall  be  signed  by  an  official  authorized  to 
bind  the  contractor  to  a  firm  offer  for  a  90  -  day  period.  This 
proposal  shall  also  provide  the  name,  title,  address,  and  telephone 
number      of      the      individual(s)      with      authority      to      negotiate      and 
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contractually  bind  the  contractor  and  who  may  be  contacted  by  the 
House  Committee  on  Personnel  and  Administration  during  the  period  of 
proposal  evaluation  for  the  purpose  of  submitting  additional 
information  as   necessary. 

5.  Contract  Award 

The  House  Committee  on  Personnel  and  Administration  may 
award  a  contract,  based  upon  proposals  received,  without  additional 
submissions  from  the  contractor.  Accordingly,  each  proposal  should 
be  submitted,  on  the  most  favorable  terms  of  the  House  Committee  on 
Personnel  and  Administration.  However,  the  House  Committee  on 
Personnel  and  Administration  reserves  the  right  to  request  additional 
data,  oral  discussion,  or  presentation  in  support  of  written 
proposals.  Any  contract  awarded  as  a  result  of  this  Request  for 
Proposal  will  be  deemed  to  be  conditional  upon  the  general  and 
special  provisions  included   within  the  Request  for   Proposal. 

The  House  Committee  on  Personnel  and  Administration  is  the 
only  agency  that  may  redirect  the  effort,  or  in  any  way  amend  any  of 
the   terms   of  this   request  of  the   anticipated  contract. 

6.  Technical  Evaluation 

In  the  evaluation  of  the  Proposals,  the  House  Committee  on 
Personnel  and  Administration  at  its  discretion,  may  obtain  technical 
support  from  other  State  or  Legislative  agencies.  Contractors  shall 
agree  to  fully  cooperate  with  such  personnel  when  utilized  by  the 
House   Committee   on   Personnel  and  Administration. 
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7,     Project  Monitoring 

A  small  group  selected  by  the  House  Committee  on  Personnel 
and  Administration  will  monitor  the  project.  Members  of  the 
monitoring  group  will  attend  selected  work  sessions  with  the 
contractor   when   requested. 
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D.      PROPOSAL  FORMAT 

To  facilitate  evaluation  of  the  proposal,  the  prospective 
contractor  is  requested  to  follow  the  outline  described  below.  Non- 
conformance to  the  minimum  specified  content  may  be  cause  for  the 
rejection  of  a  bid.  Additional  and  more  detailed  information  may  be 
included  or  annexed  to  each  part  of  the  proposal.  However,  the 
proposal  must  be  technically  complete,  clear,  concise,  coherent,  and 
legible. 

The  proposal  shall  consist  of  one  volume  made  up  of  three 
different  parts.  Part  I  shall  contain  the  contractor's  data  and 
experience.  Part  II  shall  contain  the  technical  information  of  the 
proposal  upon  which  a  technical  evaluation  will  be  performed,  and 
Part  III   shall  contain  all  cost  and  pricing  information. 

1.     Part  I  -  Contractor's  Data 

The  contractor  shall  supply  pertinent  information 
establishing  his  capabilities  (technical,  financial,  etc.)  to  perform 
the     effort     required.  The     contractor     shall     provide     sufficient 

information  to  permit  an  evaluation  of  his  past  experience  with 
studies  comparable  to  the  one  at  hand.  The  contractor  shall  single 
out  and  provide  documentation  of  one  particular  application  as 
evidence  of  this  expertise.  Personnel  resumes  of  the  principles 
should     also     be     included     in     this      section.  Optional     pertinent 

information  may  be  provided  in  this  section.  It  may  be  covered  in  a 
general  discussion  or   a  reference   may  be   made   to  an  appendix. 


-53- 


2.  Part  II   -  Work  Plan 

This  section  shall  contain  the  full  technical  approach  of  the 
contractor.  This  technical  proposal  must  be  responsive  to  the 
specifications  set  forth  in  Section  A  -  Scope  of  Work,  which 
describes  in  some  detail  the  approach  to  this  work  product  preferred 
by  the  House  Committee  on  Personnel  and  Administration.  Proposals 
should  be  responsive  particularly  in  those  areas  in  the  Scope  of 
Work  in  which  contractors  are  specifically  requested  to  provide 
information  such  as  requests  for  questionnaire  formats,  salary 
schedules,    training  materials,   etc. 

3,  Part  III  -  Cost  and  Pricing  Information 

This  section  shall  contain  a  budget  with  cost  and  pricing 
information.  It  shall  include  a  total  cost  figure  for  all  tasks, 
including  manpower,  documentation,  publications,  travel,  overhead, 
and  profit.  To  complete  the  work  as  described  in  this  Request  for 
Proposal,   a  firm  fixed  price  contract  is  contemplated. 

The  contractor  shall  also  provide  in  this  section  a  detailed 
bi-weekly  task-event  schedule  for  the  effort  to  be  expended  under 
this  contract.  This  schedule  shall  break  down  on  a  sub  task  basis, 
the  time  and  manpower  requirements  for  the  project,  including  report 
preparation  time.  Time  of  completion,  delivery  schedule,  etc.  should 
be  stated  in  terms  of  days  after  the  start  of  the  contract. 
Other  general  contractual  data  that  the  contractor  feels  is  necessary 
to  consumate  a  contract  should  also  be  included  in  this  part  of  the 
proposal. 
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E.     Administrative  Provisions 

The  purpose  of  this  section  is  to  inform  the  prospective 
contractor  of  the  contractual  requirements  of  the  House  Committee  on 
Personnel  and  Administration.  Set  out  below  are  the  minimum 
contractual  provisions  which  the  contractor  will  be  expected  to  agree 
to  in  order  to  consumate  a  contract: 

This   agreement  is   entered  into   the   first  day  of  


between     the     House     Committee     on     Personnel     and     Administration 

hereinafter   referred   to   as    the   "House"     and  

hereinafter   referred   to  as   the  "Consultant". 

1.  Work  Statement 

The  House  agrees  to  and  hereby  does  employ  the  Consultant 
to  perform  and  the  Consultant  agrees  to  perform  the  services  and 
tasks   as   set  out  in  Attachment  A  entitled   Scope  of  Work. 

2.  Time  of  Performance 

The    Consultant   will   commence   work   on   or  before 


and    complete    all    services    described    above.      The    project    shall    not 
extend  beyond . 

3.     Price 

The    House     shall    compensate     the    Consultant    for    services 

provided  under   subsection  1  above   at  the   fixed  price   of  and 

in  accordance   with   the   Consultant's  budget   set  out  in  Attachment , 

attached  hereto   and   made  part  of. 
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4.  Manner  of  Payment 

Payments  under  this  agreement  shall  be  made  by  the  House 
to  the  Consultant  upon  submission  by  the  Consultant  of  proper 
invoices  for  services  rendered.  Invoices  may  be  submitted  with  the 
required  monthly  progress  reports  and  the  total  shall  not  exceed 
eighty  percent  (80%)  of  the  contract  price.  Payment  of  each  invoice 
will  be  made  by  the  House  upon  approval  of  the  individual  progress 
report.  The  final  payment  of  twenty  percent  (20%)  shall  not  be  made 
by  the  House  until  the   final  report  has  been  approved  by  the  House. 

5.  Price  Warranty 

The  Consultant  warrants  that  the  price  charged  to  the  House 
herein  is  equal  to  or  less  than  the  net  price  currently  charged  to 
any  other  customer  for  services  of  an  identical  or  comparable 
nature. 

6.  Withholding  Compensation 

In  the  event  that  the  Consultant  fails  to  comply  with  any 
substantial  provision  of  this  contract,  compensation  may  be  withheld 
until  satisfactory  performance  is   rendered. 

7.  Termination 

A.      Convenience 

The  performance  of  work  under  this  contract  may  be 
terminated  by  the  House  in  accordance   with  this  clause   whenever   the 

House  shall  determine  that  such  termination  is  in  the  best  interest  of 
the  House.  Any  such  termination  shall  be  effected  by  delivery  to  the 
Consultant    of    a   Notice    of   Termination    specifying    the    date    on    which 
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such   termination  becomes   effective. 

Upon  receipt  of  a  Notice  of  Termination,  and  except  as 
otherwise  directed  by  the  House,    the   Consultant  shall: 

1.  stop  work  under  the  contract  on  the  date  and  to  the 
extent  specified  in  the  Notice  of  Termination  and  incur 
no   further  costs; 

2.  transfer  title  to  the  House  and  deliver,  in  the  manner, 
at  the  times,  and  to  the  extent  directed  by  the  House  (i) 
the  work  in  progress,  completed  work,  and  other 
material  produced  as  part  of,  or  acquired  in  connection 
with  the  performance  of,  the  work  terminated  by  the 
Notice  of  Termination,  and  (ii)  the  completed  or 
partially  completed  documents  and  information  which,  if 
the  contract  had  been  completed,  would  have  been 
required   to  be   furnished   to   the  House;   and 

3.  take  such  action  as  may  be  necessary,  or  as  the  House 
may  direct,  for  the  protection  and  preservation  of  the 
property  related  to  this  contract  which  is  in  the 
possession  of  the  Consultant  and  in  which  the  House 
has   or   may  acquire  an  interest. 

After  receipt  of  a  Notice  of  Termination,  the  Consultant 
shall  submit  to  the  House  its  termination  claim,  in  the  form 
prescribed  by  the  House.  Such  claim  shall  be  submitted  promptly  but 
in  no  event  later  than  ninety  (90)  days  from  the  effective  date  of 
termination,  unless  one  or  more  extensions  in  writing  are  granted  by 
the  House.  The  House  may,  in  its  discretion,  receive  and  act  upon 
any  such  termination  claim  at  any  time  after  such  ninety  (90)  day 
period  of  any  extension  thereof. 

The  Consultant  and  the  House  may  agree  upon  the  whole  or 
any  part  of  the  amounts  to  be  paid  by  the  Consultant  by  reason  of 
termination  of  work  pursuant  to  this  clause,  which  amounts  may 
include  a  reasonable  allowance  for  a  profit  on  work  done;  provided, 
that    such    agreed    amount   or    amounts,    exclusive    of   settlement  costs, 
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shall  not  exceed  the  total  contract  price  as  reduced  by  the  amount  of 
payment  otherwise  made  and  further  reduced  by  the  contract  price  of 
work  not  terminated. 

Upon  failure  of  the  Consultant  to  submit  its  termination  claim 
within  time  allowed,  the  House  may,  subject  to  any  review  required 
by  the  House  procedures  in  effect  as  of  the  date  of  execution  of  this 
contract,  determine,  on  the  basis  of  information  available  to  it,  the 
amount,  if  any,  due  to  the  Consultant  by  reason  of  the  termination, 
and   shall  thereupon  pay  the  Consultant  the   amount  so  determined. 

B.     Default 

The  House  may,  by  written  Notice  of  Default  to  the 
Consultant,  terminate  this  contract  in  any  of  the  following 
circumstances : 


1.  if  the  Consultant  fails  to  perform  the  services  within 
the   time   specified  herein  or   any  extension  thereof;   or 

2.  if  the  Consultant  fails  to  satisfy  any  other  provisions  of 
this  contract,  or  so  fails  to  make  progress  as  to 
endanger  performance  of  this  contract  in  accordance 
with  its  terms,  and  in  either  of  these  two  circumstances 
does  not  cure  such  failure  within  a  period  of  ten  days, 
or  such  longer  period  as  the  House  may  authorize  in 
writing,  after  receipt  of  notice  from  the  House 
specifying  such  failure. 


Upon  receipt  of  a  Notice  of  Default,   and  except  as   otherwise 
directed  by  the  House,    the   Consultant   shall: 


a.  stop  work  under  the  contract  on  the  date  and  to  the 
extent  specified  in  the  Notice  of  Default  and  incur  no 
further  costs; 

b.  transfer  title  to  the  House  and  deliver,  in  the 
manner,  at  the  times  and  to  the  extent  directed  by 
the  House  (i)  the  work  in  progress,  completed  work, 
and  other  material  produced  as  part  of,  or  acquired 
in    connection    with    the    performance    of,        the     work 
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terminated  by  the  Notice  of  Default,  and  (ii)  the 
completed,  or  partially  completed  documents  and 
information  which,  if  the  contract  has  been 
completed,  would  have  been  required  to  be  furnished 
to   the  House;   and 

c.  take  such  actions  as  may  be  necessary,  or  as  the 
House  may  direct,  for  the  protection  and  preser- 
vation of  the  property  related  to  this  contract  which 
is  in  the  possession  of  the  Consultant  and  in  which 
the  House  has   or   may  acquire  an  interest. 


In  the  event  the  House  terminates  this  contract  as  provided 
for  in  subsections  1  and  2  of  subsection  B,  the  House  may  procure, 
through  the  competitive  bid  process,  services  similar  in  scope  and 
extent  to  those  terminated  hereunder  and  the  Consultant  shall  be 
liable  to  the  House  for  any  reasonable  and  excess  costs  incurred  by 
the  House  due  to  the  failure  of  the  Consultant,  for  the  completion  of 
those  services  terminated;  provided,  that  the  Consultant  shall 
continue   to  perform  those   services  not  terminated. 

If,  after  Notice  of  Default  is  issued,  it  is  determined  for 
any  reason  that  the  Consultant  was  not  in  default  or  was  excusable 
under  the  provisions  of  this  agreement,  the  rights  and  obligations  of 
the  parties  shall  be  the  same  as  if  their  agreement  had  been 
terminated  for  convenience  of  the  House. 

C.     General  Provisions 

The  Consultant  shall  be  liable  for  any  excess  costs  beyond 
the  control  and  without  the  fault  or  negligence  of  the  Consultant. 
Such  causes  may  include,  but  are  not  restricted  to,  acts  of  God,  or 
of  the  public  enemy,  acts  of  the  House,  acts  of  the  Government  in 
its  sovereign  capacity,  fires,  floods,  epidemics,  quarantine 
restrictions,      strikes,      freight     embargoes,      and     unusually     severe 
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weather. 

Unless  otherwise  provided  for  in  this  contract,  or  by 
applicable  statute,  the  Consultant,  from  the  effective  date  of 
termination  and  for  a  period  of  three  years  after  final  settlement 
under  this  contract,  shall  preserve  and  make  available  to  the  House 
at  all  reasonable  times  at  the  office  of  the  Consultant  but  without 
charge  to  the  House,  all  its  books,  records,  documents  and  other 
evidence  bearing  the  costs  and  expenses  of  the  Consultant  under  this 
contract  and   relating  to   the   work  terminated  hereunder. 

The  rights  and  remedies  of  the  House  provided  in  this  part 
shall  not  be  exclusive  and  are  in  addition  to  any  rights  and  remedies 
provided  by  law  or   elsewhere  in  this   contract. 

8.  Standards  of  Work 

The  Consultant  agrees  that  the  performance  of  services 
pursuant  to  the  requirements  of  this  contract  shall  conform  to  high 
professional   standards. 

9.  Personnel 

The  Consultant  is  responsible  for  the  full  performance  of 
this  agreement.  The  staff  of  the  Consultant  name  in  the  Consultant's 
proposal  shall  perform  the  services  set  forth  in  Attachment  A.  The 
Consultant  agrees,  that  whenever,  for  any  reason,  one  or  more  of 
the  specified  individuals  are  unavailable  to  perform  under  this 
contract,  to  replace  such  individual(s)  with  an  individual(s)  of 
substantially  equal  abilities  and  qualifications.  The  Consultant  shall 
submit  to  the  House  a  resume  giving  the  full  name,  title, 
qualifications,     and    experience    for    all    successor    or    new    personnel 
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prior  to  assignment  of  such  personnel  to  perform  work  under  this 
contract  so  that  the  House  may  decide  whether  or  not  such  successor 
or  new  personnel  possess  the  qualifications  necessary  to  perform 
satisfactorily  under   this   agreement. 

10.  Cooperation  of  Evaluated  Agency 

When  the  Consultant  experiences  difficulty  in  obtaining  the 
cooperation  of  or  information  from  the  agency  to  be  evaluated,  the 
Consultant  shall  notify  the  House  as  soon  as  is  reasonably  possible. 
The  House  shall  make  appropriate  efforts  to  gain  the  cooperation  of 
said  agency.  In  the  case  where  the  necessary  cooperation  or 
information  cannot  be  obtained,  the  House  shall  make  determinations 
as  to  the  best  method  to  proceed,  provided  that  such  determination 
shall  not  restrict  the  Consultant's  ability  to  perform  under  the 
conditions   of  this   contract. 

11.  Indemnification 

The  Consultant  shall  assume  responsibility  for  the  negligent 
acts  or  omissions  of  its  agent,  servants,  employees  and 
subcontractors  and  agrees  to  appear,  plead  and  defend  claims  and 
liabilities  for  the  Commonwealth  and  the  House  for  or  on  account  of 
such  acts.  The  Consultant  shall  not  be  held  liable  for  negligent  acts 
or  omissions   of  the  House  or  its   agents   or  employees. 

12.  Ownership  of  Materials 

All  reports,  data  and  materials  prepared  by  the  Consultant 
under  this  contract  or  furnished  to  the  Consultant  by  the  House  for 
purpose    of    this    agreement    shall    remain    the    property    of    the   House. 


-61- 


The    Consultant    shall    insert    a    similar    provision    in    all    subcontracts 
hereunder. 

13.  Use  of  Materials 

The  data  and  materials  prepared  or  received  pursuant  to 
Section  12  shall  be  made  available  only  to  the  Consultant  or  his 
employees  who  are  actively  involved  in  this  project  and  under  no 
circumstances  shall  the  Consultant  make  available  to  any  person  not 
an  employee  of  the  Consultant  copies  or  contents  of  said  data  and 
materials. 

14.  Copyrights 

Where  activities  supported  by  this  contract  produce  original 
computer  programs,  writing,  sound  recordings,  pictorial 
reproductions,  drawing  or  other  graphical  presentation  and  works  of 
any  similar  nature  (the  term  computer  programs  includes  executable 
computer  programs  and  support  data  in  any  form),  the  House,  and  in 
turn,  the  House  of  Representatives,  reserves  the  right  to  use, 
duplicate  and  disclose,  in  whole  or  in  part,  in  any  manner,  for  any 
purpose  whatsoever  said  material  and  to  have  others  do  so.  If  the 
material  is  subject  to  copyright,  the  Consultant  may  copyright  such 
with  the  prior  written  approval  of  the  House,  but  the  House  reserves 
a  royalty-free,  nonexclusive  and  irrevocable  license  to  reproduce, 
publish  and  use  such  materials,  in  whole  or  in  part,  and  to  authorize 
others  to  do  so.  The  Consultant  specifically  agrees  that  all  data 
produced  under  this  contract  will  be  the  property  of  the  House  as 
noted  in  Section  (12),  and  that  the  House  may  cause  said  data  to  be 
transferred  from  the  Consultant  to  authorized  users  without  cost 
other   than   that  directly   associated   with   the   transfer. 
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15.  Copyright  Protection 

The  Consultant,  at  the  option  of  the  House,  shall  defend  any 
suit  or  proceeding  brought  against  the  House  as  far  as  such  suit  is 
based  upon  a  claim  that  the  use  of  any  materials  hereunder  by  the 
House,  constitutes  an  infringement  of  any  copyright,  provided  that 
the  Consultant  is  notified  promptly  in  writing  of  such  suit  and  given 
full  and  complete  authority,  information  and  assistance,  at  the 
Consultant's  expense,  for  the  defense  of  same.  The  Consultant  shall 
pay  all  damages  and  costs  awarded  against  the  House,  but  the 
Consultant  shall  not  be  responsible  for  any  settlement  made  without 
its  consent.  If  the  use  of  such  material  is,  in  such  a  suit,  held  to 
constitute  an  infringement  and  its  use  is  enjoyed,  the  Consultant 
shall,  by  its  election  and  at  its  own  expense,  secure  for  the  House 
either  the  right  to  continue  using  such  material  or  the  removal  of  the 
infringement. 

16.  Audit 

The  Consultant  shall  maintain  records,  books,  documents, 
papers  and  financial  information  pertaining  to  the  implementation  of 
this  agreement  for  the  purpose  of  the  House  auditing  for  three  years 
after  completion  of  the  project.  The  Consultant  shall  make  readily 
available  its  staff  and  all  pertinent  material  for  purposes  of  such 
auditing  as  directed  by  the  House. 

17.  Price  Reduction  for  Defective  Cost  or  Pricing  Data 

If  the  House  determines  that  any  price,  including  profit  or 
fee,  negotiated  in  connection  with  this  contract  or  any  cost 
reimbursable    under    this    contract    was    increased    by    any    significant 
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sum  because  the  Consultant  furnished  incomplete,  inaccurate  or 
defective  cost  or  pricing  data  to  the  House,  then  such  price  or  cost 
shall  be  reduced  accordingly  and  the  contract  be  modified  in  writing 
to   reflect  such   reduction. 

18.  Titling  of  Materials 

All  reports,  diagrams,  charts  and  other  documents  completed 
as  part  of  this  contract,  other  than  documents  produced  exclusively 
for  internal  use  by  the  Consultant,  shall  carry  the  following  notation 
on  the  front  cover  or  title  page:  "This  report  was  prepared  pursuant 
to  a  contract  from  the  Massachusetts  House  of  Representatives' 
Committee  on  Personnel  and  Administration."  The  title  page  shall 
also  contain  the  following  disclaimer:  "Points  of  view  or  opinions 
expressed  in  this  report  are  those  of  the  researchers  and  do  not 
necessarily  represent  the  official  opinion  or  policy  of  the 
Massachusetts  House  of  Representatives." 

19.  Surrender  of  Materials 

Whenever  the  contract  shall  be  terminated,  by  completion  or 
otherwise,  the  Consultant  shall  surrender  to  the  House  all 
information,  data,  reports  furnished  to  the  Consultant  by  the  House, 
and  the  Consultant  shall  surrender  to  the  House  all  information,  data, 
reports  produced  by  the  Consultant  as  a  result  of  work  performed 
hereunder. 

20.  Reporting 

The  Consultant  agrees  to  comply  with  all  reporting 
requirements   of  the  House. 
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21.  Confidentiality  of  Findings 

Any  reports,  information,  data,  findings,  etc.  given  to  or 
prepared  and  assembled  by  the  Consultant  under  this  agreement  and 
identified  by  the  House  as  "privileged",  shall  not  be  released  by  the 
Consultant  to  any  individual  or  organization  without  prior  written 
approval  of  the  House. 

22.  Non -Discrimination 

The  Consultant  shall  comply  with  and  will  ensure  compliance 
by  any  subcontractors  with  Titles  VI  and  VII  of  the  Civil  Rights  Act 
of  1964,  all  requirements  imposed  by  or  pursuant  to  regulations  of 
the  Department  of  Justice  (28  C.F.R.  Part  42)  issued  pursuant  to 
these  titles,  and  applicable  State  law  and  Executive  Orders,  including 
reporting  requirements  of  the  House  in  conformance  thereto,  to  the 
end  that  no  person  shall,  on  the  grounds  of  race,  color,  sex, 
national  origin,  age  or  physical  handicap,  be  excluded  from 
participation  in,  be  denied  the  benefits  of,  or  otherwise  be  subjected 
to  discrimination  under  the  program  or  activity  funded  through  this 
agreement.  Violation  of  this  provision  will  be  grounds  for  immediate 
termination  of  this   agreement. 

23.  Conflicts  of  Interest 

The  Consultant  warrants  that  it  has  not  employed  or  retained 
any  company  or  person  other  than  a  bona  fide  employee  working 
solely  for  the  Consultant,  to  solicit  or  secure  this  contract,  and  that 
it  has  not  paid  or  agreed  to  pay  any  company  or  person  any  fee, 
commission,  percentage,  brokerage  fee,  gift,  or  any  other 
consideration  contingent  upon  or  resulting  from  the  award  or  making 
of  this   contract. 
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24.  Assignment 

The  Consultant  shall  not  assign  responsibility  for 
performance  or  compliance  with  any  part  of  this  agreement  without 
written  consent  to  such  assignment  having  first  been  obtained  from 
the  House. 

25.  Changes  in  Agreement 

The  parties  may  from  time  to  time  modify  their  agreement. 
Such  modifications,  including  any  increase  or  decrease  in  the  amount 
of  the  Consultant's  compensation,  which  is  mutually  agreed  upon  by 
the  House  and  the  Consultant,  shall  be  incorporated  by  written 
amendment  to  this  contract  and  shall  not  be  void  for  want  of 
consideration. 

26.  Execution 

This  contract  may  be  executed  in  any  number  of 
counterparts,  each  of  which  shall  be  deemed  an  original,  and  any 
such  counterparts   shall  constitute   one   and   the   same  instrument. 

27.  Laws  of  Construction 

The  parties  agree  that  this  agreement  and  the  performance 
hereunder,  and  all  suits  and  special  proceedings  resulting  herefrom, 
shall  be  governed  by  the  laws   of  the  Commonwealth  of   Massachusetts. 

28.  Certification 

The  Consultant  shall  complete  the  certification  appended 
hereto   entitled: 

A.  Authorization  Certificate 

B.  Parties   of  Interest 
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C.  Qualifications   Certification 

D.  Government  Contracts  List 

They   shall  be  attached   to  the  contract. 

29.  Completeness 

The  House  and  the  Consultant  hereby  affirm  that  this 
instrument,  its  attachments  and  appendices,  constitutes  the  whole 
agreement  of  the  parties;  that  there  are  no  promises,  terms, 
conditions,  or  obligations  other  than  those  contained  herein;  and  that 
this  agreement  shall  supersede  all  previous  communications, 
representations,  or  agreements  either  verbal  or  written  between  the 
parties. 

In  Witness  Whereof,  the  parties  hereto  set  their  hands  and 
seals   the  day  and   the  year  above  written. 

by 


for  the  House   Committee  on  Personnel 
and  Ad  mini  station 


by 


for  the  Consultant 
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APPENDIX  D 


Guidelines  for  the  Nomination  and  Approval 
of  Staff  Members  of  the  House  of  Representatives 


MASSACHUSETTS  HOUSE   OF  REPRESENTATIVES 
HOUSE   COMMITTEE   ON  PERSONNEL  AND  ADMINISTRATION 


GUIDELINES  FOR  NOMINATION  AND  APPROVAL 
OF   STAFF  MEMBERS   OF  THE  HOUSE   OF  REPRESENTATIVES 

(Approved  by  Committee,    May   29,    1985) 


1.  Each      House      Chairperson     of     a      standing      or      joint 

committee  shall  prepare  a  folder  on  each  prospective 
staff  member  which  will  include  at  a  minimum  a  current 
resume  and  the  job  description  of  the  position  for 
which      said     person     is     being      considered.  These 

personnel  folders  should  be  available  for  inspection  by 
all  committee   members. 

2.  The  House  Chairperson  of  the  following  committees 
(Ways  and  Means,  Bills  in  the  Third  Reading,  Ethics, 
Personnel  and  Administration,  Post  Audit  and 
Oversight,  Steering  and  Policy,  Banks  and  Banking, 
Commerce  and  Labor,  Counties,  Criminal  Justice, 
Education,  Election  Laws,  Energy,  Federal  Financial 
Assistance,  Government  Regulations,  Health  Care, 
Housing  and  Urban  Development,  Human  Services  and 
Elderly  Affairs,  Insurance,  The  Judiciary,  Local 
Affairs,  Natural  Resources  and  Agriculture,  Public 
Safety,  Public  Service,  State  Administration,  Taxation, 
and  Transportation)  shall  prepare  a  list  of  staff 
positions  and  the  individuals  which  he  is  nominating  to 
fill  those  positions.  Employment  will  be  full  time 
unless  otherwise  noted.  The  list  should  be  distributed 
to  committee  members  prior  to  the  approval  vote  and 
shall  include  a  notice  that  individual  personnel  folders 
will  be  available  for  inspection  in  the  Chairperson's 
office. 

3.  The  Chairperson's  nominations  must  be  approved  by  a 
majority  vote  of  the  House  committee  members.  The 
vote  must  be  taken  at  a  committee  meeting  and  must  be 
consistent  with  House  Rules. 

4.  The  compensation  of  each  staff  member  shall  be  subject 
to   the   approval  of  the  House   Committee   on  Rules. 
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Guidelines 
Page  2 


5.  Upon  approval  of  the  nominations,  the  Chairperson  will 
address  an  initial  appointment  letter  to  the  Director  of 
Personnel  for  each  approved  staff  member.  The  initial 
letter  should  include  the  name  of  the  staff  member, 
position  title,  time  period  specified.  The  letter  should 
be  signed  by  the  Chairperson  and  shall  include  a  space 
for  the  signature  of  the  Speaker.  Attachment  A 
provides   an  example  of  the   wording  to  be  used. 

6.  Each  staff  member  shall  receive  written  notification 
from  the  Director  of  Personnel  once  his  employment  and 
salary  have  been  approved. 

7.  The  staff  members  will  serve  at  the  pleasure  of  the 
commitee  Chairperson.  The  Chairperson  shall  have  the 
authority  to  discharge  an  employee.  Upon  termination 
of  employment  by  either  Chairperson  or  employee, 
there  should  be  written  notification  with  at  least  two 
weeks  notice.  The  only  exception  will  be  termination 
for  cause. 

8.  The  House  staff  members  of  each  committee  shall  be 
appointed  solely  on  the  basis  of  fitness  to  perform  the 
duties  of  their  respective  positions  and  without  regard 
to   race,   creed,    sex  or  age. 

9.  House  committee  staff  shall  not  engage  in  any  work 
other  than  committee  business  during  business  hours 
and  shall  not  be  assigned  any  duties  other  than  those 
pertaining  to  committee  business.  The  written 
notification  of  employment  sent  to  each  new  staff 
member   shall  include   these   admonishments. 

10.  At  the  beginning  of  a  new  legislative  session,  a 
reappointment  letter  shall  be  prepared  by  the  committee 
Chairperson  listing  those  employees  to  be  reappointed. 
Any  new  employee  must  be  nominated  by  the  Chairperson 
and   follow   the  procedure   outlined   above. 

11.  Staff  members  who  do  not  work  directly  for  a  specific 
committee  shall  be  deemed  to  work  for  the  House 
Committee   on  Rules. 
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APPENDIX  E 

Duties  and  Rules  for  Chief  Court  Officers,  Court  Officers 
and  Pages  Prepared  by  the  Sergeant-At-Arms 


Sergeant-at-Arms  Dept.  -  House 
Chief  Court  Officers 

Chief  Court  Officers  report  for  duty  at  8:30  A.M.   They  check 
attendance  of  Staff.   Supervise  their  assignments.   Receive  reports 
from  Assistant  Chief  Court  Officers  in  regard  to  performance  of 
the  Court  Officers  and  Pages.   Make  sure  that  every  Committee  Room 
has  available  their  assigned  Court  Officers.   Assign  Court  Officers 
to  the  Gallery.   Court  Officers  shall  serve  such  processes  and  excute 
such  orders  as  may  be  enjoined  upon  they  by  the  House;  attend  the 
members  or  clerk  when  they  are  charged  with  a  message  from  one  branch 
to  the  other  or  to  the  Governor  and  Council;  maintain  order  among 
the  spectators  admitted  into  the  House  Chamber  when  Sessions  are 
held;  prevent  the  interruption  of  the  House  or  the  legislative 
committees  thereof;  have  control  of  and  superintendence  over  their 
subordinate  officers,  taking  care  that  they  promptly  perform  their 
duties . 

In  respect  to  any  criminal  offenses  committed  in  the  House  or 
in  any  Committee  Room  assigned  to  the  House,  or  any  such  offense 
committed  against  a  Representative,  including  any  member  of  a 
Special  Commission  composed  in  part  of  members  of  the  House  while 
acting  within  the  Commonwealth  in  his  official  capacity  as  such 
member,  whether  such  offense  is  committed  within  the  State  House 
or  on  premises  outside  the  State  House  while  officially  used  by 
a  Committee  of  the  General  Court  or  by  such  a  Special  Commission; 
the  Chief  Court  Officers  shall  have  and  exercise  all  the  powers  of 
police  officers. 
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In  respect  to  the  Service,  within  the  Commonwealth,  of 
summonses  etc.,  as  may  be  enjoined  upon  them  by  the  General  Court 
or  any  Committee  of  the  General  Court,  they  shall  have  the  powers 
of  constables. 
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Sergeant-at-Arms  Dept.  -  House 


Rules  and  Duties 
of  Ass't  Chief  Court  Officers,  Court  Officers,  and  Pages 


Rule  1     All  Ass't.  Chief  Court  Officers,  Court  Officers,  and  Pages 

will  not  address  members  of  the  House  by  their  first  names. 
All  due  respect  shall  be  given  to  the  member  who  was  elected 
to  his  respected  position.   They  should  be  addressed  as 
Rep.  Smith,  Rep.  Jones  etc. 

Rule  2     All  Ass't.  Chief  Court  Officers,  Court  Officers,  and  Pages 
will  report  to  work  at  9:00  a.m.  to  5:00  p.m.  Monday  thru 
Friday  and  at  hours  beyond  5:00  p.m.  when  the  House  of 
Representatives  is  in  session. 

Rule  3     All  Ass't.  Chief  Court  Officers,  Court  Officers,  and  Pages 
will  wear  jackets  or  uniforms  at  all  times,  except  when 
cleaning  the  areas  that  they  are  assigned  to  from  9:00  a.m. 
to  10:45  a.m.   Uniforms  will  be  worn  from  11:00  a.m.  to 
5:00  p.m.   Lunch  time  will  be  from  11:30  a.m.  to  12:00  p.m. 
and  12:00  p.m.  to  12:30  p.m.   Scheduling  should  be  evenly 
divided  into  two  shifts  to  minimize  disruptions. 

Rule  4     Court  Officers  assigned  to  committee  hearing  rooms  by 

Assistant  Chief  Court  Officers  will  be  held  responsible 
for  a  sign,  cleanliness  of  the  room,  and  distribution 
of  the  bills  that  are  being  heard  on  that  day  to  the 
committee  members  and  the  public.   They  are  also  to 
open  said  room  at  the  beginning  of  a  hearing  and  securing 
it  at  the  end  of  that  session. 

Rule  5     Ass't.  Chief  Court  Officers,  Court  Officers,  and  Pages 

should  remember  that  seats  in  the  lobby  and  in  the 

lounge  are  for  the  use  of  House  Members  and  their 
visitors.   (Use  the  locker  room.) 

Rule  6     All  duties  and  assignments  to  Ass't.  Chief  Court  Officers, 
Court  Officers,  and  Pages  will  be  given  and  strictly 
enforced  by  the  Chief  Court  Officers  of  the  House.   To 
disobey  the  duties  and  assignments  will  be  good  cause 
for  discharge  from  your  employment. 

Rule  7     Time  worked  by  Court  Officers  and  Pages  will  be  kept 

accordingly  on  a  time  sheet  Monday  thru  Friday.   (Check 
in  and  check  out.)   Pages  assigned  to  offices  will 
report  to  the  lobby  whenever  needed. 
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Rule  8     Court  Officers  and  Pages  will  not  leave  the  State  House 
on  errands  during  the  session  of  the  House  or  at  other 
times  except  by  permission  of  a  Chief  Court  Officer  or 
Ass't.  Chief  Court  Officer.   An  errand  sheet  shall  be 
kept  and  signed  by  the  Court  Officers  or  Pages  leaving 
or  returning  from  said  errands. 

Rule  9     All  committee  rooms,  House  Chamber,  lobby,  reading 
room,  ladies'  parlor,  Rep.  offices,  press  room, 
press  gallery  and  House  gallery  shall  be  inspected  by 
the  Chief  Court  Officer  of  the  House  every  morning. 

Rule  10    Chief  Court  Officers  shall  have  the  authority  to 
discipline  any  Ass't-  Chief  Court  Officer,  Court 
Officers,  or  Pages  who  are  frequently  absent  from 
work  and  who  shirk  the  duties  which  are  assigned 
to  them. 

(The  rules  set  forth  will  be  strictly  enforced. 
Every  employee  of  the  Sergeant -a t-Arms  Dept.  who 
does  not  abide  by  the  rules  may  be  terminated 
from  the  employment  of  said  Department.) 
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Sergeant-at-Arms  Dept.  -  House 
Rules  for  Pages 


1.  Pages  shall  at  all  times,  whether  assigned  to  the  House  Lobby, 
the  Chamber,  Offices  or  any  related  area,  be  properly  attired 
with  a  clean  white  shirt,  dark  tie,  dark  trousers,  and  an 
appropriate  designated  jacket  or  other  appropriate  suit  or 
sport  jacket  of  conservative  time  and  color. 

2.  Pages  shall  at  all  times  be  courteous  and  helpful  to  any  citizen 
within  their  designated  areas  or  elsewhere  and  offer  assistance 
if  it  appears  there  is  need  of  information,  and  if  in  the  House 
Chamber  or  Lobby  area  shall  encourage  citizens  to  enter  the 
Chamber  if  there  is  no  session  in  progress,  and  offer  any 
information  of  interest  that  would  be  helpful  and  appropriate. 

3.  Citizens  should  be  addressed  as  Mr.,  Sir,  or  Madam. 

4.  Representatives  should  be  addressed  as  Representative,  Sir,  or 
Madam.   The  abbreviated  Rep.  is  not  acceptable. 

5.  Senators  should  be  addressed  as  Senator,  Sir,  or  Madam. 

6.  If  there  is  doubt  as  to  the  identity  of  any  person,  Sir  or 
Madam  is  always  appropriate. 

7.  Should  any  Legislator  or  other  official  or  citizen  appear  to 
be  unfair  to  any  Page,  in  the  mind  of  any  Page,  there  should 
not  be  any  argument  entered  into  under  any  circumstances.  A 
Page  should  report  his  concern  to  his  assigned  Court  Officer. 

8.  When  in  the  Chamber,  Pages  should  be  properly  attentive  and 
shall  not  lounge,  or  place  feet  on  desks  or  chairs.   Pages 
shall  not  lounge  or  congregate  in  the  Lobby,  Reading  Rooms, 
corridor  or  other  public  areas. 

9.  When  in  the  Chamber,  Pages  shall  be  at  their  assigned  area 
only.   They  shall  not  gather  in  groups  by  the  doors  or  other 
areas . 

10.  When  in  the  Lobby,  Pages  shall  either  sit  in  chairs  provided, 
or  stand  in  an  orderly  manner  along  the  side  of  any  lobby 
area,  when  it  is  not  necessary  to  be  moving  about  to  perform 
their  duties. 

11.  Boisterous  talking  or  joking  or  other  means  of  loud  expression 
are  not  acceptable. 

12.  Personnel  shall  not  be  paged  on  the  public  address  system  except 
for  official  services.   Messages  or  phone  calls  may  be  conveyed 
on  a  personal  basis,  or  message  taken  so  that  the  person  calling 
may  be  called  back.   Extensive  phone  calling  is  not  encouraged. 

13.  Eating  or  drinking  of  any  beverages  are  not  allowed  at  any  time 
in  the  House  Chamber,  Lobby,  or  Reading  Rooms  or  corridors. 
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14.  Pages  are  encouraged  to  express  their  desires  to  perform  in 
any  services  or  areas  in  which  they  have  an  interest,  at 
times  when  their  regular  duties  allow  them. 

Areas  of  research,  reading  documents  and  writing  brief  reports, 
answering  phones  in  offices,  and  other  matters,  are  areas  in 
which  Pages  may  find  additional  satisfaction,  when  there  is 
little  else  to  do.   Such  efforts  would  be  considered  beneficial 
in  promotions  or  consideration  for  other  positions  of  an 
advanced  nature. 

15.  At  any  time,  Pages  should  pick  up  any  large  pieces  of  litter 
that  may  have  been  dropped,  when  this  is  feasible. 

16.  Pages  may  smoke  in  assigned  areas  or  when  otherwise  permitted 
in  offices  or  elsewhere. 

17.  All  pages  shall  report  on  duty  Monday  through  Thursday  at 
9:00  A.M.  or  other  times  assigned  to  them,  and  on  Friday  as 
ass  igned . 

18.  Pages  shall  be  responsible  to  see  that  their  attendance  is 
recorded  with  the  Court  Officer  assigned  them  and  shall  check 
in  for  duty,  and  off  duty  with  the  Court  Officer. 

19.  Pages  shall  not  leave  the  State  House  without  the  permission 
of  their  assigned  Court  Officer  or  other  designated  authority. 
An  errand  sheet  shall  be  properly  kept  and  times  and  locations 
properly  noted. 

20.  Should  a  Page  find  it  necessary  to  meet  an  immediate  need  of 
a  Representative  or  other  person,  he  should  leave  word  at  the 
switchboard  if  it  is  not  possible  to  report  otherwise  to  his 
assigned  office. 

21.  Reported  abuses  of  these  rules  or  the  rules  of  basic  courtesy 
shall  be  considered  grounds  for  reprimand,  loss  of  pay,  or 
discharge . 

22.  Newspapers  should  not  be  taken  from  or  read  in  the  reading  rooms, 
lobby  area,  or  House  Chamber. 

23.  Pages  shall  perform  the  duties  assigned  to  them  as  their  routine 
obligation  and  other  additional  duties  as  may  from  time  to  time 
be  determined  by  the  Chief  Court  Officer. 

24.  Maintain  the  appearance  of  the  House  Chamber  and  House  area. 

25.  If  assigned  to  an  office,  answer  all  requests  of  the  Representatives 
assigned  to  such  office,  before  and  after  the  session.   Office 
Pages  will  report  to  the  lobby  whenever  summoned. 
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26.  During  the  House  session,  report  to  the  House  Chamber  for 
assignments,  and  return  to  assigned  office  after  adjournment 
to  assist  members  until  such  office  is  locked  for  the  day. 

27.  Unless  assigned  to  a  special  office,  after  adjournment  of 

the  House  session,  remain  in  the  House  area  to  assist  members 
in  any  errand  they  may  have  until  the  State  House  closes. 
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APPENDIX  F 

Benefits   for  Employees  of  the  House  of  Representatives 

(Effective  July  1,   1985) 


Employee  Benefits   Effective  July  1,   1985 

Vacation 

The  vacation  year  for  employees  is  from  July  1  to  June  30 
inclusive.  Based  on  an  employee's  length  of  service  as  of  June  30 
each  year,  vacation  leave  will  be  credited  according  to  the  following 
schedule : 


For  less  than  one  year's  service,  one  day  is  credited 
for  each  calendar  month  worked,  not  to  exceed  ten  days. 
Employees  beginning  their  employment  during  a  month 
will  start  earning  vacation  credits  on  the  first  day  of 
the   following  month. 

For  one  to  less  than  four  and  one-half  years  of  service, 
two   weeks   (10  days)   are  credited. 

For  four  and  one-half  to  less  than  nine  and  one-half 
years   of  service    ,   three   weeks   (15  days)   are   credited. 

For  nine  and  one-half  to  less  than  19  1/2  years  of 
service,    four  weeks   (20  days)   are  credited. 

For  19  1/2  or  more  years  of  service,  five  weeks  (25 
days)   are  credited. 


If  an  individual  employee  leaves  the  employ  of  the  House  of 
Representatives  and  resumes  employment  within  three  years,  the 
employee  will  be  credited  with  prior  service  for  vacation  purposes. 
Under  certain  conditions,  such  as  illness  or  dismissal  caused  by  no 
fault  or  delinquency  of  the  employee,  prior  service  may  be  credited 
after  a  break  of  three  years   or  longer. 

Employees  on  leave  without  pay  or  absent  without  pay  15 
days  or  more  in  a  vacation  year  lose  that  year  for  vacation  status 
purposes  and  vacation  credits  are  deducted  proportionately.  Leave 
with  pay  or  industrial  accident  leave  is  creditable  service  for 
vacation   status   and  vacation  credits. 

Employees  may  carry  over  only  one  year's  vacation  credits, 
i.e.,  vacation  not  used  in  the  vacation  year  in  which  it  becomes 
available   must  be  used  by  the   end  of  the   following  vacation  year. 

Upon  termination  of  employment  by  dismissal,  retirement,  or 
by  entrance  into  defense  forces,  through  no  fault  or  delinquency  of 
the  employee,  the  employee  is  paid  for  the  unused  portion  credited 
the  immediately  preceding  June  30  plus  a  prorated  portion  of  what  the 
employee  was  earning  during  the  year  in  which  the  termination 
occurred.  In  the  event  of  the  employee's  death,  the  same  formula  is 
used  to  determine  payment  to  the  employee's  beneficiary.  Upon 
termination  for  any  other  reason,  payment  will  be  made  only  for  the 
unused   portion  credited   on   the  immediately  preceding  June   30. 
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Sick  Leave 

Sick  leave  is  credited  at  the  rate  of  one  and  one-quarter 
days  for  each  full  calendar  month  of  employment.  Time  on  leave  with 
pay  or  industrial  accident  leave  is  creditable  for  sick  leave  accrual; 
no  credit  or  accrual  is  given  for  any  month  in  which  an  employee  is 
absent  without  pay  for   more   than  one  day. 

Sick  leave  is  granted  at  the  discretion  of  the  appointing 
authority  for   the   following   reasons: 


Employee  is  incapacitated  by  personal  illness   or  injury. 


o 


For   illness   in   the   employee's   immediate    family  up   to   ten 
days  per  year. 


When  sick  leave  credits  are  exhausted,  the  Director  of 
Personnel  may  allow  conversion  of  unused  vacation  credits  to  sick 
leave  credits. 

The  Director  of  Personnel  may  require  the  submission  of 
satisfactory  medical  evidence  to  support  an  employee's  sick  leave 
claim. 

Employees  may  accumulate  accrued  sick  leave  credits  without 
limit.  If     an     individual     leaves     the     employ     of     the     House     of 

Representatives  and  resumes  employment  within  a  period  of  less  than 
three  years,  any  unused  sick  leave  accrued  prior  to  leaving  will  be 
credited       to       him/her       upon       reemployment.  Under       certain 

circumstances,  such  as  illness  or  dismissal  caused  by  no  fault  or 
delinquency  of  the  employee,  unused  sick  leave  may  be  credited  after 
a  break  of  three  years  or  longer.  Upon  termination  of  employment, 
no  payment  is  made  for  unused  sick  leave,  except  in  the  case  of 
termination  due  to  retirement,  in  which  case  payment  is  made  for  20 
percent  of  any  unused   sick  leave. 


Personal  Leave 

Employees  who  are  on  the  payroll  of  the  House  of 
Representatives  on  July  1  are  credited  with  three  personal  days. 
Those  hired  July  2  through  September  30  are  also  entitled  to  three 
personal  days;  those  hired  October  1  through  December  31,  two  days, 
and  those  hired  January  1  through  March  31,  one  day.  Personal  days 
may  not  be  accrued  or  carried  over;  they  must  be  used  by  June  20, 
or  be   forfeited. 


Military  Leave 

Employees  of  the  House  of  Representatives  are  entitled  to 
leave  with  pay  for  service  in  the  Armed  Forces  of  the  Commonwealth 
(the     National     Guard),     or     during     their     annual     tour     of    duty     not 
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exceeding    17    days    in    a    reserve    unit    of    the    Armed    Forces    of    the 
United   States. 


Court  Leave   (Civic  Duty  Leave) 

Employees  of  the  House  of  Representatives  are  entitled  to 
leave  with  pay  when  called  for  jury  duty  or  when  summoned  as 
witnesses  on  behalf  of  any  city,  town,  county,  state,  or  the  federal 
government.  Any  witness  fees  are  paid  by  the  Commonwealth;  jury 
fees,  up  to  the  amount  of  regular  compensation,  are  turned  over  to 
the  appointing  authority.  Employees  retain  court  reimbursement  for 
expenses.  No  paid  court  leave  is  allowed  for  employees  engaged  in 
personal  litigation. 


Bereavement  Leave 

Employees  of  the  House  of  Representatives  are  allowed  up  to 
four  calendar  days  with  pay  in  the  case  of  death  of  one  of  the 
following:  spouse,  child,  parent,  brother,  sister,  grandparent, 
grandchild,  parent  of  spouse,   or  person  living  in   the  household. 


Maternity  Leave 

Female  employees  who  have  completed  the  probationary 
period  or,  if  there  is  no  probationary  period,  three  months  of 
service,  may  receive  up  to  eight  weeks  leave  without  pay  for  the 
purpose  of  giving  birth.  Any  accumulated  vacation,  personal,  or  sick 
leave  to  which  female  employees  are  entitled  may  be  applied  to 
maternity  leave  in  accordance   with   the   rules  governing  such  leave. 

Maternity  leave  does  not  interrupt  the  accrual  of  benefits, 
seniority,   or  length  of  service  credit. 


Other  Leave 

Employees   of  the  House  of  Representatives   are   also  entitled 
to  leave   with  pay  for  the   following: 


°       preventive  innoculation   against  infectious  diseases   (such 
as  hepatitis)   required   as   a  result  of  their   employment; 

°  Red   Cross  blood  donations; 

°  Civil   Service   examinations; 

°  industrial   accident  hearings; 

°  delegates   attending  veterans'   conventions; 

°        voting   leave   of   two  hours,    providing   that   the  hours    the 
polls     are     open     conflict     with     the     employees'     regular 

working  hours; 
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°       veterans     participating     in     services     honoring     veteran 
dead; 


Civil   Service   Commission  hearing. 


Separation  for  Active  Military  Service 

Any  person  leaving  the  employment  of  the  House  of 
Representatives  for  the  express  purpose  of  serving  in  the  Armed 
Forces  of  the  United  States  has  reemployment  rights  under  both 
federal  and  state  statutes.  These  rights  apply  equally  to  men  and 
women  and  to  persons  who  are  drafted  as  well  as  those  who 
volunteer  for  military  duty.  Although  those  persons  first  entering 
military  service  after  May  7,  1975,  are  not  "veterans"  within  the 
meaning  of  state  statute,  they  have  the  foregoing  rights  as  well  as 
various  other  rights.  Persons  entering  the  Armed  Forces  should 
contact   the  Director  of  Personnel   for  information  and  guidance. 
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APPENDIX  G 

Code  of  Ethics  for  the  Members,   Officers,   and   Staff 
of  the  House  of  Representatives 


CODE  OF  ETHICS 

1.  While  members,  officers,  and  employees  should  not  be  denied  those  opportunities  avail- 
albe  to  all  other  citizens  to  acquire  and  retain  private,  economic  and  other  interests, 
members,  officers,  and  employees  should  exercise  prudence  in  any  and  all  such  endeavors 
and  make  ewery   reasonable  effort  to  avoid  transactions,  activities,  or  obligations, 
which  are  in  substantial  conflict  with  or  will  substantially  impair  their  indeoendence 
of  judgement. 

2.  No  member,  officer,  or  employee  shall  solicit  or  acceDt  any  compensation  or  political 
contribution  other  than  that  provided  for  by  law  for  the  performance  of  official 
legislative  duties. 

3.  No  member,  officer,  or  employee  shall  serve  as  a  legislative  agent  as  defined  in 
Chapter  3  or  the  General  Laws  regarding  any  legislation  before  the  Genera-1  Court. 

4.  No  member,  officer,  or  employee  shall  receive  any  compensation  or  permit  any  compen- 
sation to  accrue  to  his  or  her  beneficial  interest  by  virtue  of  influence  improperly 
exerted  from  his  or  her  official  position  in  the  House. 

5.  No  member,  officer,  or  employee  shall  accept  employment  or  engage  in  any  business  or 
professional  activity,  which  will  require  the  disclosure  of  confidential  information 
gained  in  the  course  of,  and  by  reason  of,  his  or  her  official  position. 

6.  No  member,  officer,  or  employee  shall  willfully  and  knowingly  disclose  or  use  confiden- 
tial information  gained  in  the  course  of  his  or  her  official  position  to  further  his 

or  her  own  economic  interest  or  that  of  any  other  person. 

7.  Except  as  provided  in  Rule  49,  no  member  shall  cast  a  vote  for  any  other  menjber. 

8.  No  member  shall  use  profane,  insulting,  or  abusive  language  in  the  course  of  Dublic 
debate  in  the  House  Chamber  or  in  testimony  before  any  committee  of  the  General  Court. 

9.  No  member,  officer,  or  employee  shall  employ  anyone  from  public  funds  who  does  not 
perform  tasks  which  contribute  substantially  to  the  work  of  the  House  and  which  are 
commensurate  with  the  compensation  received;  and  no  officer  or  full  time  employee  of 
the  House  shall  engage  in  any  outside  business  activity  during  regular  business  hours, 
whether  the  House  is  in  session  or  not.  All  employees  of  the  House  are  assumed  to 

be  full  time  unless  their  personnel  record  indicate  otherwise. 

10.  No  member,  officer,  or  employee  shall  accept  or  solicit  compensation  for  non-legislative 
services  which  is  in  excess  of  the  usual  and  customary  value  of  such  services. 

11.  No  member,  officer,  or  employee  shall  accept  or  solicit  an  honorarium  for  a  speech, 
writing  for  publication,  or  other  activity  from  any  persons,  organization,  or  enter- 
prise having  a  direct  interest  in  legislation  or  matters  before  any  agency,  authority, 
board,  or  commission  of  the  Commonwealth  which  is  in  excess  of  the  usual  and  custom- 
ary value  of  such  services. 

12.  No  member  of  the  House,  officer,  or  employee  shall  knowingly  accept  any  gifts  with 
an  agregate  value  of  $100.00  or  more  in  a  calendar  year  from  any  legislative  agent. 
No  member  of  the  House,  officer,  or  employee  shall  accept  any  gift  of  cash  from  any 
person  or  entity  having  a  direct  interest  in  legislation  before  the  General  Court 
(For  the  purpose  of  paragraph  12,  the  definitions  of  "gift"  and  "person"  are  defined 
in  Chapter  268B,  Section  1  (g)  and  1  (m). 

13.  No  member  shall  convert  campaign  funds  to  personal  use  in  excess  of  reimbursements  for 
legitimate  and  verifiable  campaign  expenditures.  Members  shall  consider  all  proceeds 
from  testimonial  dinners  and  other  fundraising  activities  as  campaign  funds. 

14.  No  member  shall  serve  on  any  committee  or  vote  on  any  guestion  in  which  his  private 
right  is  immediately  concerned,  distinct  from  the  public  interest. 

COMMITTED  ON  ETHICS 
ROGEjtO.  T0UGAS, 


2pW       . 
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APPENDIX  H 


Recommendation  for  Revision  to  House  Personnel 
Policies  and  Procedures  Form 


RECOMMENDATION  FOR  REVISION  FORM 
PERSONNEL  POLICY  AND  PROCEDURES 

NAME:  TITLE: 


DEPARTMENT:  DATE: 


1.      IDENTIFICATION   OF  MODIFICATION 


A.      EXISTING   POLICY   OR  PROCEDURE: 


B.      PROPOSED   POLICY   OR  PROCEDURE: 


II.      DRAFT   OF   SUGGESTED  WORDING 


III.      SPECIFIC  ADVANTAGES   OF  RECOMMENDATION 


IV.      IDENTIFICATION  OF  OTHER  POLICY   OR  PROCEDURES  AFFECTED 
BY  THE   SUGGESTED  CHANGES(S) 


V.      RELEVANT   STATUTORY   OR  REGULATORY   REFERENCES 


VI.      SUPERVISORY  AND   MANAGERIAL   REVIEW  AND  COMMENTS 


Signature   of  Chair  man /Director  : 

Title: 


(Please  use   additional  pages   if  necessary.) 
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APPENDIX   I 
Staff  Training  and  Development  Form 


HOUSE  COMMITTEE  ON  PERSONNEL  AND  ADMINISTRATION 
Training  and  Development  Application 


DATE: 


TITLE: 


COMMITTEE: 


TELEPHONE  NUMBER: 


STARTING  DATE  WITH  LEGISLATURE: 
TRAINING  REQUESTING: 


PREVIOUS  TRAINING  ATTENDED: 


DATES: 


CHAIRMAN'S  SIGNATURE 


CHAIRMAN'S  COMMENTS: 


PLEASE  INCLUDE  A  RESUME 

RETURN  TO:       House  Committee  on  Personnel  and  Administration 

Room  146,  State  House 
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APPENDIX  J 

Board  of  Regents'  Guidelines   for  the 
Tuition  Remission  Program 


c/29/83 


BOARD  OF  REGENTS'  GUIDELINES  FOR 
TUITION  REMISSION  FOR  EMPLOYEES  OF  THE  COMMONWEALTH 


Eligibility 

To  be  eligible  for  tuition  remission  benefits,  an  employee  of 
the  Commonwealth  must: 

1)  Be  a  full" time  employee.    (A  "full-time  employee"  is  an 
employee  who  normally  works  a  full  workweek  and  whose 
ei 
mo: 
a] 
more. ) 

2)  Have  completed  at  least  six  months  of  service  at  the 
time  of  enrollment. 

7)   Be  covered  by  a  collective  bargaining  agreement  or  personnel 
policy  providing  for  such  tuition  remission  (see  Attachment  1). 

4)   Have  applied  for,  and  been  admitted  to  an  eligible  course/. 
program  at  a  community  college,  state  college,  or  university. 

Employees  whose  employment  with  the 
Commonwealth  terminates  after  the  beginning  of  a  semester  shall 
receive  tuition  remission  only  for  the  balance  of  the  semester. 
Retired  employees  of  the  Commonwealth  are  not  eligible  for  tuition 
remission. 

Applicability 

Tuition  remission  is  provided  to  eligible  employees  as  follows: 

1)  For  employees  enrolled  in  the  state-supported  undergraduate  or 
graduate  program  at  any  community  college,  state  college,  or 
university,  exluding  the  University  of  Massachusetts  Medical 
Center,  full  remission  of  tuition  shall  apply. 

2)  For  employees  enrolled  in  the  continuing  education  program 
at  any  community  college,  state  college,  or  university, 
excluding  the  University  of  Massachusetts  Medical  Center, 
fifty  percent  (50%)  remission  of  tuition  shall  apply. 

Employees  are  resonsible  for  the  payment  of  all  ether  educational 
expenses,  including  all  fees,  (application  fees,  laboratory  fees, 
etc.),  books,  and  supplies. 
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C.   Limitations 

1)  Tuition  remission  will  not  be  provided  for  any  course/ 
program  that  begins  prior  to  the  effective  date  listed 

in  the  collective  bargaining  agreement  or  personnel  policy 
(see  Attachment  1) . 

2)  Employees  must  apply  for  admission  and  meet  all  regular 
admissions  standards  and  criteria  for  the  desired  course/ 
program. 

3)  Admission  to  all  programs  is  on  a  space-available  basis. 

4)  3ecause  most  programs  of  continuing  education  at  the  community 
colleges,  state  colleges  and  universities  are  self-sustaining, 
each  local  campus  administration  reserves  the  right  to  cancel 
any  continuing  education  course  in  which  a  minimum  number  of 
full  tuition-paying  students  has  not  enrolled. 

D.   How  to  Qualify 

To  qualify  for  tuition  remission,  an  employee  must  take  the 
following  steps: 

1)  Apply  for,  and  be  admitted  to  the  desired  course/program. 

2)  Complete  a  "Certificate  of  Eligibility  for  Tuition  Remission" 
(Attachment  2)  and  have  it  signed  by  his/her  department  head. 

3)  Forward  the  "Certificate  of  Eligibility"  to  the  Director  of 
the  Office  of  Employee  Relations,  Room  1002,  One  Ashburton 
Place,  Boston,  MA   02108.   This  should  be  done  as  far  in 
advance  of  the  date  of  expected  enrollment  as  possible.   Allow 
at  least  three  weeks  for  processing. 

4)  Once  the  "Certificate  of  Eligibility"  has  been  signed  by 
the  Director  of  the  Office  of  Employee  Relations  (or  his 
designee),  it  is  returned  to  the  employee. 

5)  The  employee  submits  the  completed  "Certificate  of  Eligibility' 
with  his/her  tuition  bill  to  the  community  college,   state 
college,  or  university  in  which  he/she  plans  to  enroll.   The 
employee  must  also  remit  payment  at  this  time  for  expenses  not 
covered  by  tuition  remission. 
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APPENDIX  K 

Department  of  Personnel  Administration's 
Four-Tier  Training  and  Development  Program 
for  Supervisors  and  Managers 


Training  and  Development 


The  Employee  Development  Bureau  in  the 
Department  of  Personnel  Administration  otters  a 
training  and  development  program  for  super- 
visors and  managers  and  a  variety  of  other  train- 
ing opportunities  for  state  employees.  In  addition, 
Commonwealth  employees  may  qualify  for  tuition 
remission  for  courses  taken  at  state-supported 
colleges  and  universities. 


Building  Better  Managers  for  Massachusetts 

This  is  a  four-tier  training  and  development  pro- 
gram for  supervisors  and  managers. 


Tier  I,  "Management  Skills  for  Massachusetts 
Supervisors  Program  -  Instructor  Training",  pro- 
vides a  continuous  capacity  at  the  agency  level 
to  train  the  5,000  first  and  second  level  super- 
visors in  state  service  The  program  consists  of 
five  days  of  instructor  training  and  five  days  of 
supervisory  skills  training  conducted  over  a  six 
week  period.  Participants  include  state  agency 
training  staff  and  personnel  in  job  groups  1 8 
through  Manager  IV.  There  is  no  cost  to  the  indi- 
vidual agency  for  this  program.  It  is  administered 
by  the  staff  of  the  Employee  Development 
Bureau,  augmented  by  consultants. 

The  following  is  the  course  content  for  Tier  I: 

Instructor  Training 

•  Adult  Learning  Theory 

•  Group  Dynamics 

•  Presentation  Skills 

•  Effective  Use  of  Audio /Visuals 

•  Design  and  Delivery  of  Training  Sessions 

•  Training  EvaJuation  Procedures 

Supervisory  Skills  Training 

•  Leadership  Styles 

•  Verbal  Communication 

•  Motivation 

•  Productivity 

•  Conflict  Management 

•  Performance  Evaluation 

•  Team  Building 

•  Conflict  of  Interest 

•  Delegation 

•  Equal  Employment  Opportunity /Affirmative  Action 

•  Administration  of  Paid  Sick  Leave  Benefits 

•  Stress  Management 

•  Problem  Solving  and  Decision  Making 
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Training  and  Development 


Tier  II,  "State  Agency  Management  Develop- 
ment Program",  provides  a  strong  academic  cur- 
riculum of  basic  management  theory  and  tech- 
niques that  increase  the  general  capability  and 
performance  of  state  managers.  Students  must 
complete  a  1 3  day  program  and  submit  a  paper 
describing  a  project  in  which  knowledge  gained 
from  the  program  has  been  applied  to  the  job. 

Participants  in  Tier  II  include  those  in  manage- 
ment levels  I  through  IV,  senior  level  managers 
who  have  not  completed  basic  management 
training,  and  supervisors  in  job  groups  18  and 
above  who  have  been  selected  for  management 
positions.  The  course  is  conducted  by  the  Insti- 
tute for  Governmental  Services  at  the  University 
of  Massachusetts  at  Boston.  Continuing  educa- 
tion credits  are  possible  for  Tier  II. 

Course  content  is  as  follows: 

•  Introduction  to  Management  Theory  and 
Techniques 

•  Effective  Communication  Skills 

•  Group  Development  and  Team  Building 

•  Leadership  and  Motivation 

•  The  Planning  Process 

•  Performance  Appraisal 

•  The  Management  of  Change 

•  Stress  Management 

•  Labor  Relations 

•  Introduction  to  Data  Processing 

•  The  Budget  Process  in  Massachusetts 

•  Decision  Making  and  Problem  Solving 

•  Affirmative  Action  Laws  and  Practices 

•  Time  Management 

•  Conflict  Management 

•  Oral  Presentations  of  Participant  Projects 

Follow  up  seminars  include: 

•  Financial  Management 

•  Employee  Assistance 

•  Interpersonal  Communications 

•  Administration  of  Paid  Sick  Leave  Benefits 


Tier  III,  "State  Agency  Advanced  Management 
Development  Program",  provides  a  program  of 
advanced  management  training  for  senior  man- 
agers in  state  service  who  have  extensive  input 
to  decisions  related  to  policy,  fiscal  matters,  and 
agency  administration.  Two  programs  are  avail- 
able, one  at  the  University  of  Massachusetts  at 
Boston  and  one  at  Brandeis  University.  The  Uni- 
versity of  Massachusetts  program  consists  of  1 0 
days  of  instruction,  two  consecutive  days  every 
other  week;  at  Brandeis,  there  are  five  consecu- 
tive days  to  the  non-residential  program.  Partici- 
pants in  Tier  III  include  managers  in  levels  V 
through  VIII,  executives  who  have  not  had  this 
instruction,  and  personnel  in  lower  management 
levels  who  have  been  selected  for  advancement 
in  the  management  ranks. 

The  Tier  III  course  content  is: 

University  of  Massachusetts 

•  Managing  in  the  Public  Sector 

•  Managing  in  a  Changing  Environment 

•  Managing  Productivity  and  the  Implementation 
of  Technology  Innovation 

•  Public  Sector  Economics  and  Budgets 

•  Planning  for  the  Future 

Brandeis  University 

•  Managerial  Communication 

•  Motivation 

•  Human  Resource/Strategic  Planning 

•  Labor-Management  Relations 

•  The  Managerial  Climate 

•  Quality  Circles 

•  Advanced  Data  Processing 

•  Organizational  Diagnosis 
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Training  and  Development 


Tier  IV,  "Executive  Development  Program",  pro- 
vides a  residential  training  experience  for  key 
decision  makers  in  state  government.  The  pro- 
gram allows  for  contact  with  legislative,  commu- 
nity, media  and  other  leaders  to  discuss  major 
policy  issues;  it  is  conducted  over  five  consecu- 
tive days  and  relies  heavily  on  case  work.  Partici- 
pants in  Tier  IV  include  cabinet  secretaries, 
undersecretaries,  assistant  secretaries,  agency 
heads  and  deputies  who  have  primary  responsi- 
bility for  policy  development  and  the  expenditure 
of  resources.  It  is  conducted  by  the  Kennedy 
School  of  Government  at  Harvard  University. 

Tier  IV  course  content  is: 

•  Policy  Strategies 

•  Human  Resources  Management 

•  Financial  Management  and  Control 

•  Operations  Management 

Panel  discussions  are: 

•  Media  Relations 

•  Legislative  Relations 

•  State  Budget 

•  Purchasing 

•  Collective  Bargaining 

Follow-up  one-day  issues  seminars  will  be 
announced. 


Pre-Retirement  Counseling 

A  16  hour  course  of  instruction  is  offered  on  an 
occasional  basis  for  persons  who  are  contem- 
plating retirement  within  a  period  of  five  years 
The  purpose  of  the  program  is  to  generate  think- 
ing about  and  preparation  for  a  lifestyle  that  does 
not  include  a  job 

The  course  content  includes: 

•  Values  Clarification 

•  Life  Planning 

•  Sources  of  Income 

•  Health  and  Safety 

•  Role  Adjustment 

•  Use  of  Leisure  Time 

•  Resources 


Additional  Information 

For  additional  information  on  Building  Better 
Managers  for  Massachusetts,  consult  the  bro- 
chure and  course  syllabus  for  each  tier.  A  copy 
of  these  materials  is  on  file  at  each  agency  and 
may  be  referenced  by  contacting  the  Agency 
Training  Liaison  Officer.  Additional  copies  may  be 
obtained  from  the  Employee  Development 
Bureau,  One  Ashburton  Place,  Room  51 9,  Bos- 
ton, MA  02108;  telephone  (617)  727-2408. 
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